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Office  of  the  Chief  Signal  Officer. 


Signal  Office,  War  Department, 

Washington,  3Iarch  27,  1003. 

The  following  regulations  for  the  operation  and  maintenance  of  all  military 
lines  of  communication,  under  the  direction  of  the  Chief  Signal  Officer  of  the 
■Army,  are  published  for  the  guidance  of  the  officers,  men,  and  emj^loyees  of  the 
Signal  Corps.  They  will  replace  all  instructions  contained  in  previous  publica- 
tions relating  to  the  operation  of  military  telegraph  lines. 

While  the  specific  rules  herein  promulgated  have  been  drawn  with  special 
reference  to  large  offices,  they  will  be  adhered  to,  as  far  as  possible,  at  all  offices 
where  there  is  but  one  operator. 

All  officers  and  enlisted  men  of  the  Signal  Corps,  and  civil  employees 
engaged  in  telegrai^h  work  will  make  themselves  familiar,  not  only  with  the 
provisions  of  this  manual,  but  with  those  referred  to  in  the  following  paragraph. 

Technical  data  regarding  the  installation,  care,  and  operation  of  various 
instruments  will  be  found  in  the  following  Signal  Corps  manuals :  No.  1,  "Hand- 
book of  Telephones:"  No.  3,  "Electrical  Instruments  and  Equipments;"'  No.  4, 

"Submarine  Cables." 

A.  W.  Greely, 

Brigadier  Oeneral,  Chief  Signal  Officer,  U.  S.  Army. 
(3) 
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EEGULATIONS  POE  U.S. MILITARY  TELEGHAPH  LINES. 


CHAPTER  I. 


GENERAL    INFORMATION. 


1.  In  General  Orders,  No.  1,  Adjutant  General's  Office,  January 
20,  1879,  the  Secretary  of  War  states: 

"In  all  instances  in  Avliicli  United  States  telegraph  lines  are  hy 
order  of  the  Secretary  of  War  placed  in  charge  of  acting  signal 
officers,  who  are  thus  made  responsible  for  the  construction,  main- 
tenance, and  operation  of  the  same,  commanding  officers  and 
others  will  see  that  the  especial  duties  of  such  officers  are  not 
interfered  with,  and  will,  upon  application,  render  whatever  proper 
assistance  may  be  in  their  power. 

"The  lines  form  parts  of  one  connected  system  of  telegraphy 
extending  throughout  the  United  States.  They  serve  military, 
commercial,  naval,  and  other  distant  interests.  The  disabling  of 
or  interference  with  any  part  may  cause  complications  not  possible 
to  be  contemplated  in  the  immediate  vicinity.  Official  and  mili- 
tary messages  have  precedence  on  all  Government  lines." 

2.  It  is  recognized  that  in  cases  of  grave  military  emergencies 
local  commanding  officers  can  and  should  take  control  of  military 
telegraph  lines  and  the  entire  personnel  within  the  limits  of  their 
command,  and  signal  officers  in  such  cases  should  cheerfully  and 
loyally  obey  any  instructions  then  received.  It  is  further  to  be 
understood  that  signal  officers  shall  faithfully  execute  any  and  all 
instructions  issued  by  department  or  division  commanders  bearing 
on  their  duties  connected  with  military  telegraph  lines. 

3.  Seeming  invasions  of  the  duties  and  powers  of  the  officers  of 
the  Signal  Corps,  when  engaged  in  carrying  out  general  instruc- 
tions issued  under  the  authority  of  law  by  the  Chief  Signal  Officer 
of  the  Army,  should  always  be  accepted  until  remedied  by  the 
local  commander,  whose  attention,  liowever,  should  be  invited  to 
the  situation  as  viewed  by  the  signal  officer.  Such  statements 
should  be  made  in  writing  when  i^racticable,  and  if  made  verbally 
should  later  be  reduced  to  writing  and  duly  presented  at  the 
earliest  practicable  moment. 

The  Signal  Corps  is  a  servant  of  the  Army,  and  signal  officers 
should  never  forget  the  often-repeated  injunctions  of  the  Chief 
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Signal  Officer  of  the  Army,  that  it  is  their  function  to  find  out  what 
to  do  and  how  to  do  it.  Courtesy,  consideration,  and  restraint  are 
needed  qualities  of  signal  officers,  and  if  properly  applied  to 
practical  conditions  will  rarely  fail  of  satisfactorily  solving  any 
annoying  conditions. 

Such  lines  of  action  will  reduce  to  a  minimum  the  occasions  of 
arbitrary  interference  with  the  duties  of  the  Signal  Corps  men 
serving  as  operators  or  with  the  disablement  of  telegraph  lines 
through  interruptions  at  an  intermediate  office. 

4.  Military  lines,  owned  by  the  United  States,  are  subject  only 
to  the  laws  of  the  General  Government,  being  built  especially  for 
maintaining  quick  and  sure  means  of  communication  for  military 
purposes,  and  for  the  better  protection  of  frontier  settlements  and 
remote  stations  from  depredations.  No  use  will  be  permitted  of 
these  lines  that  would  defeat  the  object  of  their  construction. 

The  operators  on  these  lines  are  enlisted  men  of  the  Signal  Cori:)S 
or  civil  employees  who  have  accepted  military  discipline.  They 
will  not  fail  to  show  to  military  superiors  the  proi3er  respect  and 
courtes}^  required  by  Army  Regulations ;  they  will  give  command- 
ing officers  cordial  cooperation  in  handling  dispatches  and  in 
rendering  every  possible  assistance  in  promoting  military  opera- 
tions, and,  in  all  cases,  will  treat  the  demands  of  their  military 
superiors  with  the  greatest  respect. 

5.  To  secure  the  greatest  measure  of  usefulness  and  efficiency  of 
these  lines  for  military  purposes,  the  following  rules  are  enjoined 
and  will  be  strictly  observed :  Enlisted  men  and  employees  in 
charge  of  stations  (not  at  military  posts  and  where  there  are  no 
troops)  will  promptly  communicate  to  commanding  officers  of 
posts  or  cantonments  nearest  to  their  stations,  and  on  each  side 
thereof,  any  information  coming  to  their  knowledge  regarding  the 
enemy,  and  to  transmit  to  such  commanding  officers  all  reports 
brought  to  a  station  by  scouts,  or  other  persons,  respecting  out- 
breaks, raids,  depredations,  or  movements  of  the  enemy. 

To  enable  commanding  officers  to  determine  the  degree  of  im- 
portance to  attach  to  such  reports,  operators  will  state  with  the 
utmost  particularity  how  the  information  thus  communicated 
was  obtained,  the  nature  and  extent  of  the  depredations,  and  the 
place  where  committed;  whether  the  depredations  were  by  La- 
drones,  Indians,  or  other  parties,  and,  if  Indians,  the  band  or 
tribe  to  which  they  belong,  the  number  in  the  party,  and  the 
direction  whence  they  came  and  toward  which  they  traveled. 

6.  To  be  of  value  in  military  operations  it  is  indispensable  that 
information  of  this  character  should  be  communicated  with  the 
least  possible  delay.     (See  Rules  39  and  43.) 


The  foregoing  instructions  will  not  be  understood  as  authorizing 
operators  or  other  employees  to  communicate  to  military  com- 
manders information  ichicli  they  may  hear  passing  over  the  luires, 
or  from  rumors  respecting  operations  or  movements  of  troops 
which  may  be  current  at  a  military  post.  In  such  cases  it  will 
be  assumed  that  commanding  officers  will  themselves  communicate 
such  information  to  other  military  commanders  should  they  deem 
it  proper  or  necessary  to  do  so. 
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CHAPTER  II. 

CONTROL   AND   MAINTENANCE. 

7.  The  act  of  Congress  approved  October  1,  1S90,  section  2, 
directs  tliat  the  Chief  Signal  Officer  shall  have  charge,  under 
direction  of  the  Secretary  of  War,  of  *  *  *  "  the  construction, 
repair,  and  operation  of  military  telegraph  lines,"  *  *  *  "and 
the  duty  of  collecting  and  transmitting  information  for  the  Army 
by  telegraph  or  otherwise." 

In  construing  this  law  it  has  been  decided  that  (U.  S.  Military 
Laws,  ed.  1901,  p.  463)  "the  act  of  October  1,  1890  (Stat.  L., 
653,  par.  1227),  which  places  the  Chief  Signal  Officer  in  charge 
of  'construction,  repair,  and  operation  of  military  telegraph 
lines'  repealed  the  act  of  August  7,  1882  (22  Stat.  L.,  319),  which 
vested  the  supervision  of  the  construction  and  operation  of  mili- 
tary telegraph  lines  in  department  commanders." 

8.  For  an  efficient  telegraph  system  it  is  necessary  to  have  uni- 
formity in  the  regulations  governing  the  operation  of  military 
lines,  and  such  rules  should  not  conflict  with  the  rules  in  force 
upon  connecting  commercial  lines.  To  secure  this  uniformity, 
two  classes  of  rules  have  been  established.  First :  General  regu- 
lations which  must  be  obeyed  by  all  concerned.  Second:  Special 
regulations  which  are  applicable  to  certain  cases  only.  The  regu- 
lations in  this  book  cover  only  the  general  rules. 

9.  For  convenience  of  administration  all  telegraph  and  telephone 
lines  are  divided  into  classes,  and  unless  otherwise  specially  ordered 
are  placed  under  the  control  of  officers  as  follows : 

A.  Lines  complete  within  the  limits  of  a  single  military  post, 
in  charge  of  the  post  signal  officers  under  direction  of  the  post 
commanders. 

B.  Short  lines  constructed  to  connect  single  posts  with  a  com- 
mercial telegraph,  or  telephone,  office  and  having  no  other  stations 
upon  them,  in  charge  of  the  signal  officer  of  the  department. 

C.  Lines  connecting  two  or  more  posts  in  the  same  military 
department,  and  all  other  lines  which  are  complete  within  the 
limits  of  a  single  department,  in  charge  of  the  signal  officer  of  the 
department. 

D.  Lines  connecting  points  in  different  military  departments 
which  constitute  a  military  division,  in  charge  of  the  signal  officer 
of  that  division. 

E.  Lines  connecting  points  in  different  independent  departments, 
in  charge  of  an  officer  specially  designated  for  that  purpose. 
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Whenever  the  lines  enumerated  in  classes  C  and  D  are  of  suffi- 
cient extent  to  require  division  into  sections  and  the  assignment 
of  officers  to  duty  in  charge  of  these  sections,  such  officers,  who 
are  to  be  known  as  "assistants,"  will  be,  unless  otherwise  ordered, 
under  the  control  and  supervision  of  the  signal  officer  of  the 
department  or  division  in  which  the  lines  are  located. 

10.  Deviation  at  a  single  station  from  the  rules  established  for 
the  operation  of  military  telegraph  lines  may  seriously  interfere 
with  the  efficiency  of  the  entire  line.  The  special  duties,  there- 
fore, of  officers  in  charge,  and  operators,  should  not  be  interfered 
with  except  in  cases  of  grave  military  emergency. 

11.  Where  telegraph  lines  are,  by  order  of  tlie  Secretary  of  War, 
placed  in  charge  of  signal  officers,  these  officers  will  be  held  respon- 
sible for  the  construction,  maintenance,  and  operation  of  such  lines. 
Commanding  officers  and  others  are  required  by  existing  orders  to 
see  that  the  special  duties  of  such  officers  are  not  interfered  with, 
and,  upon  proj)er  application,  will  render  any  assistance  in  their 
power. 

12.  Military  telegraph  lines  are  geographically  of  three  general 
classes :  Alaska,  United  States,  and  the  Philippine  Islands. 

ALASKA. 

The  following  regulations,  dated  June  IG,  1900,  covering  the 
operation  of  United  States  military  telegraph  and  cable  lines  in 
Alaska,  have  been  approved  by  the  honorable  Secretary  of  AVar : 

(a)  Matters  relating  to  the  handling  of  official  and  commercial 
business  over  the  United  States  military  telegraph  and  cable  lines 
in  Alaska  are  under  the  direction  and  supervision  of  the  Chief 
Signal  Officer  of  the  Army. 

(6)  The  regulations  for  the  operation  and  maintenance  of  United 
States  military  telegraph  lines  shall  apply  to  the  operation  and 
maintenance  of  these  lines  in  the  same  manner  as  to  military  lines 
in  other  |)arts  of  the  United  States. 

(c)  The  tariff  for  the  transmission  of  commercial  messages  will 
be  fixed  by  the  Chief  Signal  Officer  of  the  Army. 

PHILIPPINE    ISLANDS. 

13.  The  military  telegraph  system  of  the  Philippine  Islands,  in 
addition  to  being  a  part  of  the  military  telegraph  lines  of  the  United 
States,  also  forms  the  system  of  communications  of  a  separate  army 
in  the  field.  In  consequence,  the  chief  signal  officer  of  the  division, 
in  addition  to  the  establishment  of  such  local  regulations  as  do  not 
interfere  with  the  duties  devolved  by  law  on  the  Chief  Signal  Offi- 
cer of  the  Army,  or  which  are  not  in  contravention  of  the  existing 
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orders  of  the  Secretary  of  War,  is  also  charged  with  the  duties  of 
the  signal  officer  of  a  separate  army.  As  such,  he  will  formulate 
necessary  regulations  and  rules  for  the  military  telegraph  lines 
under  his  control,  in  accordance  with  the  provisions  of  paragraph 
1746,  Army  Regulations,  especially  as  regards  the  restriction  of 
the  transmission  of  dispatches  injurious  to  the  interests  of  the 
army  or  in  contravention  of  existing  orders. 

In  addition,  he  will  carry  out  the  instructions  of  the  general 
commanding  the  armj^  in  the  field,  although  such  instructions 
may  require  material  modifications  of  these  regulations.  In  such 
cases,  modifications  of  either  general  or  special  rules  should  be 
reduced  to  writing,  be  clearly  defined  and  systematically  distri- 
buted. Copies  of  such  modifications  should  be  invariably  for- 
warded by  the  senior  signal  officer  in  the  field  in  connection  with 
his  monthly  report,  under  paragraph  1743,  Army  Regulations. 
(See  Rule  98.) 

UNITED    STATES. 

The  regulations  contained  in  this  book  will  cover  all  matters 
pertaining  to  the  lines  within  the  United  States  and  Alaska. 

14.  "Any  person  or  persons  who  shall  wilfullj'  or  maliciously 
injure  or  destroy  any  of  the  works,  or  property,  or  material  of  any 
telegraph  line,  constructed  and  owned,  or  in  process  of  construc- 
tion, by  the  United  States ;  or  that  may  hereafter  be  constructed 
and  owned,  or  occupied  and  controlled,  by  the  United  Stages;  or 
who  shall  wilfully  or  maliciously  interfere  in  any  way  with  the 
working  or  use  of  any  such  telegraph  line;  or  who  shall  wilfully 
or  maliciously  obstruct,  hinder,  or  delay  the  transmission  of  any 
communication  over  any  such  telegraphic  line;  shall  be  deemed 
guilty  of  a  misdemeanor,  and,  on  conviction  thereof  in  any  district 
court  of  the  United  States  having  jurisdiction  of  the  same,  shall 
be  punished  by  a  fine  of  not  less  than  one  hundred,  nor  more  than 
one  thousand  dollars ;  or  with  imprisonment  for  a  term  not  exceed- 
ing three  years,  or  with  both,  in  the  discretion  of  the  court." — Act 
of  June  23,  1874  (18  Stat.  L.,  250). 

15.  The  use  of  the  telegraph  instruments,  or  battery,  or  line 
material,  for  any  purpose  other  than  that  directly  connected  with 
the  operation  and  maintenance  of  the  United  States  military  tele- 
graph lines,  is  expressly  forbidden.     (See  par.  14.) 

16.  The  operator  in  charge  of  an  office  is  held  accountable  and 
is  responsible  to  the  Government  for  all  jjroperty  and  supplies 
whatsoever  in  his  office,  or  belonging  thereto,  for  all  money 
received,  and  for  all  transactions  involving  the  payment  of  money 
in  the  regular  and  legitimate  business  of  the  office.  Operators  are 
prohibited  from  contracting  debts  or  obligations  on  account  of  the 


13 

Government  except  when  authorized  by  competent  authority  to  do 
so.     (See  Rules  115  and  122.) 

17.  Operators  and  other  employees  are  expected  and  required  to 
prevent  loss  and  waste  of  stationery,  office  supplies,  line  repair 
material,  fuel,  oil,  etc.,  and  to  exercise  the  same  care  of  office 
furniture  and  other  property  in  their  charge,  and  the  same  rigid 
economy  in  management  as  would  be  expected  of  a  prudent  business 
man  in  conducting  his  affairs.  Public  property  and  labor  hired 
for  public  use  will  not  be  perverted  to  any  use  whatsoever  not 
authorized  by  the  regulations  of  the  service.     (See  par.  IG.) 
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CHAPTER  III. 

DUTIES   OF   ASSISTANTS   AND   OF   CHIEF   OPERATORS. 

18.  Officers  serving  on  military  telegraph  lines  under  the  direct 
orders  of  the  officers  in  charge  shall  be  known  as  "assistants," 
and  any  orders  received  from  such  assistant  by  men  serving  under 
his  command  shall  be  regarded  the  same  as  if  coming  from  the 
officer  in  charge  of  the  entire  system. 

19.  There  shall  be  assigned  to  duty  in  charge  of  each  section  an 
enlisted  man,  usually  the  senior  noncommissioned  officer,  who 
shall  be  known  as  chief  operator,  and  who  will  receive  special 
instructions  from  time  to  time  from  the  assistant  under  whose 
command  he  is  serving. 

20.  Chief  operators  are  intrusted  with  the  local  supervision  and 
management  of  sections.  They  have  charge,  under  assistants,  of 
the  general  discipline  of  the  line  and  will  see  that  operators  and 
repair  men  conform  to  the  established  rules  regarding  office  hours, 
meal  times,  and  other  routine  matters.  They  will  take  special 
care  to  maintain  their  sections  in  efficient  operation  and  repair,  to 
test  lines,  direct  the  removal  of  all  faults,  and  correct  all  irregu- 
larities coming  within  their  knowledge.     (See  Rule  46.) 

21.  A  list  of  civilian  employees,  with  salary  of  each,  will  follow 
the  entry  in  the  Journal  for  the  last  day  of  the  month.  A  copy  of 
each  month's  record  will  be  forwarded  to  the  officer  in  charge, 
together  with  the  record  of  line  tests  and  of  line  interruptions  not 
later  than  the  fifth  day  of  the  succeeding  month.  (See  pars.  25  and 
26,  and  Rule  46.) 

22.  Chief  operators  are  expected  to  offer,  from  time  to  time,  such 
recommendations  as  to  general  repairs,  changes  of  men,  and  other 
matters  as  will,  in  their  opinion,  increase  the  efficiency  of  the 
service;  and,  while  lack  of  money  or  considerations  may  at  times 
prevent  the  carrying  of  such  recommendations  into  immediate 
effect,  they  are  still  desired  as  a  matter  of  information  and  for 
future  action. 

23.  Chief  operators  will  keep  themselves  familiar  with  the  condi- 
tion and  needs  of  the  whole  section  under  their  charge  in  order  to 
discharge  intelligently  their  duties.  They  will  report  at  once  to 
the  officer  in  charge  all  matters  affecting  the  discipline  or  efficiency 
of  the  section,  and  if  the  circumstances  are  sufficiently  urgent  will 
make  report  by  telegraph. 
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CHAPTER  IV. 

INSULATION   AND    RESISTANCE   TESTS. 

24.  At  all  central  telegraph  offices  of  the  United  States  military 
telegraph  lines  where,  in  the  opinion  of  the  department  signal 
officer,  the  importance  of  the  lines  justify,  means  will  be  provided 
for  making  regular  tests  of  the  electrical  condition  of  the  lines. 
An  abstract  showing  the  character  and  results  of  the  tests,  with 
appropriate  notes,  will  be  set  forth  in  the  monthly  reports  of  the 
telegraph  lines  sent  to  the  office  of  the  Chief  Signal  Officer  of  the 
Army  by  department  signal  officers.     (See  Form  No.  139.) 

Where  two  or  more  wires  are  in  operation  between  stations,  the 
wires  should  be  looped  and  tests  of  resistmice  should  be  made 
monthly.  To  make  these  tests  valuable  great  care  must  be  taken 
to  insure  good  contacts,  particularly  in  intermediate  switch  boards, 
and  the  wires  under  test  should  have  no  instruments  in  circuit. 
If  all  relays  can  not  be  cut  out,  note  carefully  those  in  circuit  and 
deduct  their  resistance. 

When  there  is  only  one  wire  between  the  stations  special  care 
should  be  taken  to  make  good  ground  connections  to  gas  or  water 
pipes  or  plates  of  ample  area.  The  ground  then  takes  the  place  of 
one  of  the  wires  in  the  loop  measurement  above  described. 

If  any  of  the  wires  pass  through  underground  cables,  a  loop 
measurement  to  the  end  of  the  cable  should  be  made  and  the 
resistance  and  length  of  the  underground  conductors  noted  upon 
report  opposite  those  wires. 

Record  should  also  be  made  of  the  length  and  location  of  any 
aerial  or  submarine  cable  in  the  circuit. 

It  is  important  that  the  correct  gauges  and  kind  of  wire  be  given. 
If  the  circuit  consists  of  both  iron  arid  copper  wires  it  should  be  so 
noted,  and  the  lengths  and  gauges  of  each  stated. 

Preserve  the  records.  A  comparison  with  previous  measure- 
ments will  often  indicate  and  aid  in  correcting  errors. 

25.  Insulation  must  be  reported  each  month  through  depart- 
ment signal  officers  and  reports  not  withheld  until  leakage  is 
removed,  as,  to  be  of  value,  they  must  show  the  actual  condition 
of  the  wires  at  stated  periods.  The  bad  spots  should  be  located 
by  a  sectional  test  and  their  j^ositions  noted  upon  report. 

In  sections  where  the  insulation  resistance  is  usually  high,  the 
habitual  use  of  the  testing  instruments  will  enable  the  chief 
ojDerator  to  locate  incipient  defects  and  to  keejD  so  thoroughly 
informed  of  the  condition  of  the  wires  as  to  anticipate  and  often 
prevent  the  development  of  faults. 
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Insulation  is  obtained  by  measuring  the  resistance  with  the 
milliammeter  and  voltmeter,  the  distant  station  opening  the  cir- 
cuit. In  case  the  insulation  is  quite  high  it  will  suffice  to  record 
the  reading  of  the  milliammeter  alone,  stating  in  such  cases  the 
number  and  kind  of  cells  of  line  battery  used  at  the  testing  station. 
The  ohmmeter  alone  will  not  measure  with  sufficient  accuracy 
above  a  megolim  (one  million  ohms). 

Signal  Corps  Manual  ISTo.  3  gives  specific  instructions  and  tables 
for  use  in  electrical  measurements. 
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CHAPTER  V. 

REPAIRS. 

26.  Kepairs  are  general  or  ordinary. 

General  repairs  are  those  that  are  so  extensive  as  to  require  the 
furnishing  of  new  material  or  the  employment  of  extra  labor,  thus 
involving  a  considerable  outlay  of  money. 

Ordinary  repairs  are  those  necessary  to  the  maintenance  of  the 
line  in  an  efficient  condition,  which  can  be  made  inexpensively 
and  with  the  materials  on  hand.  Under  this  latter  designation 
come  the  trips  by  repair-men,  or  details,  to  restore  communication 
when  the  line  has  been  broken  or  grounded  from  common  causes, 
or  to  remove  such  fault  as  might  endanger  the  efficient  working 
of  the  line.  Ordinary  repairs  will  be  made  at  once,  as  required,  or 
as  directed  by  the  chief  operator,  and  report  of  each  trip,  includ- 
ing the  cost  thereof,  will  be  made  on  Form  131  and  forwarded  to 
the  officer  in  charge.     (See  par.  21.) 

27.  Steps  will  be  taken  by  officers  in  charge  to  see  that  each 
repair-man  is  furnished  with  the  transportation  necessary  to  the 
proper  performance  of  his  duties.  This  should  ordinarily  be 
obtained  from  the  Quartermaster's  Department. 

28.  At  stations  Avhere  the  hiring  of  transportation  is  necessary, 
the  officer  in  charge  will,  not  later  than  February  1,  yearly,  cause 
bids  to  be  invited  under  thirty  days'  notice  to  cover  the  service 
for  the  fiscal  year  next  ensuing,  for  the  furnishing  of  such  means 
of  transportation  as  will  be  required.  These  bids,  prepared  as 
required  by  Army  Regulations,  will  be  forwarded  with  the  recom- 
mendations of  the  officer  in  charge  to  the  Chief  Signal  Officer  of 
the  Army,  through  the  department  signal  officer,  not  later  than 
April  1  each  year. 

29.  General  repairs  will  not  be  made  without  special  authority. 
To  this  class  belongs  the  repair  of  submarine  cables.  Whenever, 
from  the  breaking  of  the  cable  or  other  accident  causing  entire 
interruption  of  communication,  extensive  repairs  become  neces- 
sary, informal  bids  will  be  obtained,  if  necessary,  on  short  notice 
of  twenty-four  hours  from  as  many  persons  as  possible.  Bids  will 
be  opened,  and  the  amount  of  bid  of  the  lowest  responsible  bidder 
telegraphed  to  the  officer  in  charge,  together  with  the  open-market 
cost,  with  recommendations. 

30.  Repair-men  casually  stationed  at  military  posts  will,  before 
leaving  their  stations  to  make  repairs,  report  in  writing  to  the 
commanding  officer  the  time  of  their  departure,  the  authority  for 

23:6:3 2  y^V-  \  8  R  A  ^^*v^ 
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the  same,  and  the  probable  duration  of  their  absence.  Immedi- 
ately upon  return  to  the  i)ost  they  will  similarly  report  the  time 
of  their  return. 

These  reports  will  be  made  upon  Forms  131  A  and  131  B.  When 
practicable  personal  presentation  should  also  be  made  to  the  post 
adjutant. 

31.  Repair-men  will  at  all  times  keep  in  readiness  the  equip- 
ment necessary  to  the  proper  performance  of  their  work.  This 
should  include  a  pair  of  climbers,  a  block  and  tackle,  a  pocket 
relay  or  extra  relay  or  box  sounder,  small  pieces  of  office  wire  for 
connecting  the  lines  to  the  instrument,  a  hatchet,  pliers,  a  few 
nails  and  blanks,  pencils,  writing  pads,  etc. 

32.  All  operators  and  repair-men  in  charge  of  stations  will 
report  not  later  than  the  5th  of  each  month  upon  Form  129 
(Monthly  Labor  and  Material  Report)  the  repairs  made  during  the 
preceding  month,  the  cost  of  the  same,  and  the  general  condition 
and  needs  of  their  sections.  One  copy  of  this  form  will  be  mailed 
to  the  ofiBcer  in  charge,  one  to  the  department  signal  officer,  and 
one  filed.  Under  the  head  of  "  General  remarks  "  will  be  included 
a  brief  statement  of  the  condition  of  their  repair  section,  stating 
what  material,  if  any,  is  required,  in  addition  to  what  is  on  hand, 
to  keep  the  line  in  good  repair,  and  whether  ordinary  repairs  will 
be  sufficient  to  maintain  it  during  the  current  fiscal  year. 

If  general  repairs  are  necessary,  operators  will  state  exactly 
what  is  needed  and  give  estimates  of  cost. 

33.  Officers  in  charge  and  chief  operators  of  detached  sections 
will  render  monthly  line  reports  upon  Form  130,  showing  the 
location  and  duration  of  all  interruptions  upon  the  lines  under  their 
charge.  One  copy  will  be  forwarded  to  the  Chief  Signal  Officer 
of  the  Army,  one  to  the  department  signal  officer,  and  one  filed. 

34.  Officers  in  charge  will  designate  the  several  repair  sections 
on  the  lines  under  their  charge. 
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CHAPTER  VI. 

SERVICES    AND    SUPPLIES. 

35.  Whenever  it  becomes  necessary  for  an  operator  in  charge  of 
a 'J  office  at  a  military  post  to  leave  the  same  for  the  purpose  of 
repairing  the  section  of  the  military  telegraph  line  under  his 
charge,  or  in  case  of  the  sickness  of  the  operartor  in  charge,  a  civil- 
ian operator  may  be  temporarily  employed  during  the  absence 
of  the  regular  operator,  at  not  exceeding  $2  per  day,  providing 
the  commanding  officer  of  the  post,  or  one  of  his  staff,  will  author- 
ize such  employment  and  certify  on  the  bill  for  services  of  such 
civilian  operator  that  no  enlisted  man  was  available  and  that  the 
.services  of  a  civilian  oj)erator  were  necessary.  In  all  cases  where 
civilian  operators  are  so  employed,  the  operator  in  charge  must  so 
report  at  the  earliest  practicable  date,  through  the  officer  in  charge, 
to  the  Chief  Signal  Officer  of  the  Army,  giving  the  facts  and  the 
probable  expense  in  each  case.  If  the  probable  expense  should 
exceed  $10,  authority  to  employ  such  civilian  operators  must  be 
requested,  directly  by  telegraph,  from  the  Chief  Signal  Officer  of  the 
Army  (except  in  the  Philippine  Islands  and  Alaska,  where  such 
authority  will  be  obtained  from  the  officer  in  charge),  and  his 
reply  awaited  before  incurring  any  expense.  Similar  action  will 
be  taken  in  other  cases  of  unavoidable  absence. 

30.  All  bills  and  vouchers  for  services  and  purchases  in  connec- 
tion with  line  repairs  and  for  salaries  of  civilian  operators  will  be 
forwarded  promptly,  upon  completion  of  the  service  or  purchase, 
to  the  officer  in  charge  bearing  upon  the  bills  the  indorsement  of 
the  operator  as  to  their  correctness.  When  the  bills  are  for  the 
services  of  a  civilian  operator  employed  at  a  monthly  salary  they 
will  be  forwarded  on  the  last  day  of  the  month  through  the  chief 
operator,  who  will  indorse  as  to  their  correctness.  Chief  operators 
will  promptly  check  any  extravagant  or  needless  expenditure  com- 
ing to  their  notice,  which,  if  persisted  in,  will  be  reported  by  them 
to  the  officer  in  charge. 

37.  Bills  for  services  or  supplies  must  invariably  be  made  in 
duplicate  and  bear  on  their  face  the  word  "correct,"  followed  by 
the  autographic  signature  of  the  party  furnishing  the  services  or 
supplies,  or  of  the  treasurer  or  other  officer  authorized  to  receipt 
for  money.  The  words  "Original"  or  "Duplicate"  must  not  be 
written  or  printed  on  the  bill.  Where  the  same  party  furnishes 
supplies  and  also  renders  services,  separate  bills  must  be  rendered. 
Bills  covering  purchases  in  open  market  or  services  rendered  must 
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bear  upon  their  face  the  certificate  of  an  officer  as  follows:  "Pro- 
cured in  open  market  at  the  lowest  obtainable  rates,  the  amount 
involved  being  so  small  as  not  to  warrant  the  expense  of  advertis- 
ing and  the  opening  of  proposals,  and  the  price  charged  being 
reasonable  and  as  low  as  charged  by  regular  dealers  in  this  locality 
to  private  individuals." 

(For  more  complete  information  concerning  the  duties  of  officers 
in  charge,  assistants,  and  chief  operators  see  Index.) 
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CHAPTER  VII. 

OFFICE.  RULES. 
RECEIVING   DEPARTMENT. 

RULE  1. 

Messages  to  be  on  proiHT  forms. 

All  messages  for  transmission  should  be  written  on  Form  124 
(see  Rule  53),  except  as  provided  for  in  Rules  18  and  66,  and 
when  not  so  written  the  receiving  clerk  or  operator  should  attach 
them  to  said  form  so  that  the  printed  heading  will  be  in  full  view 
above  the  message. 

RULE  3. 

Messages  to  be  read  ami  rloulitful  words  made  plain.     Sufficient  address  to  be  furnished. 

Each  message  will  be  read  carefully  and  every  letter  understood 
clearly  by  the  receiving  clerk,  and  anything  likely  to  be  misunder- 
stood, or  liable  to  occasion  error  in  transmission,  will  be  made 
perfectly  plain  before  being  passed  into  the  hands  of  the  operator 
for  transmission.  The  address  will  be  examined  and  if  not  deemed 
sufficient  a  more  complete  one  will  be  requested. 

RULE  3. 

Messages  to  be  dated  and  timed. 

The  time  at  which  a  message  is  received  for  transmission  will, 
in  all  cases,  be  written  by  the  receiving  clerk  upon  the  margin  of 
the  message.  Where  the  date  is  omitted  by  the  sender  it  will  be 
inserted  by  the  receiving  clerk.     (See  Rule  119.) 

RULE  4. 

Sender's  address  to  be  recorded. 

The  address  of  the  sender  of  a  message,  unless  it  be  well  known, 
will  be  requested  and  recorded. 

RULE  5. 

Messages  offered  when' lines  are  interrupted. 

If  a  telegram  be  offered  when  communication  is  known  to  be 
interrupted,  it  will  be  accepted  only  if  the  sender  choose  to  leave 
it  for  transmission  when  communication  is  restored.  Upon  such 
a  telegram  write  the  words  "Subject  to  delay,"  and  request  the 
sender  to  affix  thereto  his  signature  or  initials.     (See  Rule  21.) 

RULE  6. 

Time  of  transmission  or  delivery  not  to  be  specified. 

Employees  are  particularly  cautioned  against  making  any 
promise  to  customers  respecting  the  transmission  or  delivery  of  a 
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telegram  within  a  specified  limit  of  time.  The  assurance  that  due 
diligence  will  be  exercised  is  proper. 

RULE  7. 

Messages  to  be  prepaid. 

All  telegrams  will  be  prepaid,  except  snch  as  are  entitled  to  free 
transmission  and  those  covered  by  Rules  8,  15,  and  17. 

RULE  8. 

Guaranteed  deposits  and  collect  messages. 

An  answer  to  a  prepaid  telegram  or  a  telegram  for  which  pay- 
ment for  transmission  or  for  special  delivery  is  guaranteed  by  a 
responsible  party  may  be  accepted  "collect."  When  a  deposit  has 
been  made  to  guarantee  payment  for  transmission  or  for  special 
delivery  the  deposit  will  be  returned  after  three  days  if  no  notice 
of  failure  to  collect  the  charges  has  been  received,  but  if  a  notice 
of  failure  to  collect  be  received  the  amount  due  the  line  will  be 
deducted  from  the  deposit  and  the  remainder  will  be  returned. 
(See  Rules  7,  15,  and  17.) 

RULE  9. 

Words  to  be  counted  in  official  messages. 

Words  will  be  counted  and  messages  checked  for  military  lines 
in  the  United  States  and  Alaska  as  follows :  All  words  contained 
in  an  official  telegram  will  be  counted,  including  name  and  title 
of  party  addressed  and  of  the  sender,  but  excluding  the  name  of 
the  place  from  which  sent,  date,  and  the  words  "  official  business," 
which  should  appear  on  each  telegram. 

RULE  10. 

■SVords  to  be  counted  and  charged  for  in  commercial  messages. 

In  commercial  messages  words  will  be  counted  and  charged 
for  as  follows:  All  words  in  an  extra  date.  (See  Rule  14.) 
All  extra  words  in  a^  address.  (See  Rule  52.)  All  words,  figures, 
and  letters  in  the  body  of  a  message.  All  signatures,  when  there 
are  more  than  one,  except  the  last.  All  words  in  excess  of  two  in 
a  title  after  the  last  or  the  only  signature.  All  words  after  the 
signature  which  are  not  title  words;  and,  in  the  check,  the  words 
"Deliver  and  rei3ort  charges,"  "Delivery  charges  guaranteed," 
"Report  delivery"  (see  Rules  22  and  51),  and  "Repeat  back."  (See 
Rule  13.)  In  a  collect  message  this  rule  will  apply,  except  that 
the  word  "collect"  in  the  check  will  be  counted,  but  not  charged 
for.     In  the  address  of  a  telegram  to  one  person  or  to  a  firm,  or  to 

"Mr.  and  Mrs. ,"  there  are  no  extra  chargeable  words;  Init 

in  the  address  of  a  telegram  to  either  of  two  or  more  persons  in 
the  same  j)lace  or  town,  as  to  "John  Smith,  80  Wall  street,  N.  Y., 
or  James  Brown,  187  Broadway,  N.  Y.,"  there  are  eight  extra 
chargeable  words,  viz,   "Or  James  Brown,  187  Broadway,  N.  Y.," 
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which  will  be  included  in  the  count  and  charged  for.  (See 
Rule  5-^.) 

In  a  signature  such  as  "Mr.  and  Mrs. ,"  or  "John  Smith 

and  family/'  or  "Henry  Jackson,  Vice-President,"  there  are  no 
extra  chargeable  words,  but  in  a  signature  such  as  "James  Brown, 
First  Vice-President  and  Secretary,"  there  are  two  extra  charge- 
able words,  viz,  "and  Secretary,"  which  will  be  included  in  the 
count  and  charged  for. 

A  telegram  addressed,  for  example,  to  "W.  Brown,  No.  26 
Bond  street,  N.  Y.,  and  B.  Wells,  No.  60  Exchange  place,  N.  Y.," 
will  be  charged  for  as  two  telegrams.  The  additional  address  will 
not  be  considered  as  extra  chargeable  words. 

If  a  message  be  offered  without  a  signature,  the  sender's  atten- 
tion should  be  called  to  the  omission,  and  if  the  sender  then  de- 
cline to  sign  the  telegram,  the  receiving  clerk  will  write  in  the 
place  of  the  signature  the  words  "Not  signed." 

RULE  11. 

Count  of  names  of  persons,  places,  countries,  figures,  etc. 

In  counting  a  message  as  directed  in  Rule'  10,  dictionary  words, 
initial  letters,  surnames  of  persons,  names  of  cities,  towns,  villages, 
States  or  Territories,  or  names  of  the  Canadian  provinces,  will 
be  counted  and  charged  for  each  as  one  word.  The  abbrevia- 
tions for  the  names  of  towns,  villages,  States,  Territories,  and 
provinces  will  be  counted  and  charged  for  the  same  as  if  written 
in  full.  Abbreviations  of  weights  and  measures  in  common  use 
will  be  counted  each  as  one  word. 

In  names  of  countries  or  counties  all  the  words  will  be  counted 
and  charged  for. 

All  i^ronounceable  groups  of  letters,  when  such  groups  are  not 
combinations  of  dictionary  words,  will  be  counted  each  group  as 
one  word.  When  such  groups  are  made  up  of  combinations  of 
dictionary  words,  each  dictionary  word  so  used  will  be  counted. 

To  prevent  liability  to  error,  numbers  and  amounts  should  be 
written  in  words,  and,  when  not  so  written,  the  receiving  clerk 
will  request  that  it  be  done.  If  the  customer  refuses  to  write  the 
amount  in  words,  the  message  will  be  accepted  as  written  and  each 
figure  will  be  counted  as  one  word. 

Figures,  decimal  points,  and  bars  of  division,  and  letters  (except 
the  pronounceable  groups  covered  by  the  preceding  paragraph  of 
this  rule)  will  be  counted  each  separately  as  one  word. 
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In  ordinal  numbers  the  affixes  st.,  nd.,  rd.,  and  tli.  will  each  be 
counted  as  one  word.  The  following  examples  will  illustrate  the 
application  of  this  rule : 


Van  Dome 1 

McGregor 1 

O'Connor.- 1 

DeWitt 1 

Brown,  Jr 2 

New  York  (or  N.Y.) 1 

New  York  State !  2 

Nova  Scotia  (or  N.  S. ) \  1 


StLouis 
East  StLonis. 

10000000  

Ten  Millions  . 
3d  (or  3rd)... 

lOtli 

Per  cent  (or  percent; 1 

lbs... 1 

hhds j  1 

cwt !  1 

Amauruis ..j  1 

Adbantia I  1 

Chausin 1 

Interavis 

North  Carolina 


word. 

word. 

word. 

word. 

words. 

word. 

words. 

word. 

word. 

word. 

words. 

words. 

words. 

words. 

word. 

word . 

word. 

word. 

word. 

word. 

word. 

word. 

word. 


Queen  Anne  Coiinty 

New  Mexico 

District  of  Columbia  (or 
D.C.) 

North  America 

44,42  

42B618 

74f 

No.l85  22d  St 

by  X  trm90 

xyfl94sui 

All-right  or  alright 

EXCEPTIONS. 

A.M.  (or  am)  -.. 

P  M.  (or  pm) 

F.  O.B.  (or  fob) 

C.O.D.(orcod) 

C.I.F.or  C.F.I,  (or  cif  or 
cfi). 

C.A.F.  (or  caf) 

O.K.  (or  ok) 


3  words. 
1  word, 
1  word. 


2  words 

5 

words 

6 

words 

5 

words 

8 

words 

8 

words 

8 

words 

2 

words 

word. 

word. 

v\"ord. 

word. 

word. 

word. 

word. 

RULE  12. 

Niglit  messages. 

Night  messages  to  and  from  commercial  offices  will  be  accepted 
at  the  rates  prescribed  for  such  messages  in  the  tariff  books  of  the 
commercial  companies,  but  full  rates  will  be  charged  for  the  military 
lines.    The  word  "niffht"  will  be  added  to  the  check  in  such  cases. 


RULE  13. 

Repeated  messages  ;  charge  therefor. 

If  the  sender  requests  his  message  repeated  .back,  the  receiving 
clerk  will  insert  in  the  check  the  words  "repeat  back,"  and  will 
charge  a  half  rate  for  the  repetition  in  addition  to  the  rate  for  the 
message.  The  words  "repeat  back"  will  be  included  in  the  count 
and  charged  for.     (See  Rules  10  and  36.) 

RULE  14. 

Extra  dates  and  forwarded  messages. 

Whenever  a  telegram  which  has  come  over  the  line  of  any  other 
telegraph  company  is  offered  at  a  place  not  indicated  as  the  proper 
place  for  such  a  telegram  to  reach  the  military  lines ;  or  whenever 
a  telegram  is  received  at  any  office  by  mail  to  be  forwarded  by  tele- 
graph, or  in  case  of  a  person  having  received  a  telegram  requests 
the  same  to  be  forwarded  to  another  place;  or  if  a  person  leave 
town  before  the  arrival  of  an  expected  telegram  and  it  be  for- 
warded to  him — in  each  of  these  instances  the  name  of  the  place 
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where  the  telegram  originated  and  the  date  will  he  counted  and 
charged  for  as  a  part  of  the  telegram. 

For  example,  if  the  following  telegram  should  pass  over  the  line 
of  another  telegraph  company  from  Buff alo  to  Boston,  or  through 
the  mail,  or  be  received  by  any  other  person  than  the  addressee 
by  telegraph  or  mail,  or  should  arrive  by  "this  line"  (military 
line)  after  the  addressee  had  left  town,  and  a  request  be  made  that 
it  be  forwarded  to  Fall  River,  it  will  be  sent  as  follows : 

Buffalo,  IST.  Y.,  October  2Jf, 

via  Boston,  October  2Jf.. 
John  Brown,  Fall  River,  Mass. 

Meet  me  next  Monday,  at  ten  o'clock  in  the  afternoon. 

H.  Smith. 
15  paid. 

Thus  adding  in  and  charging  for,  as  a  part  of  telegram,  the  five 
words  "  Buffalo,  N.  Y.,  October  24." 

When  a  telegram  which  is  to  be  forwarded  is  a  "received  col- 
lect" telegram,  the  forwarding  ofiice  will  check  it  so  that  the 
tariff  from  that  office  to  destination  shall  appear  in  the  check  as 
"this  line"  tolls,  and  the  tariff  from  the  originating  office  to  the 
forwarding  office  as  "other  line"  tolls.  Suppose  the  tariff  from 
Butt'alo  to  Boston  be  35  and  2,  and  from  Boston  to  Fall  River  25 
and  2,  and  a  ten- word  telegram  (as  per  above  example)  has  been 
sent  "collect"  by  Buffalo  to  Boston,  which  the  latter  office  is  to 
forward  to  Fall  River,  Boston  should  check  the  telegram  (count- 
ing five  extra  words) : 

"  IG  collect  35  and  35."  The  "  35  "  (tariff  from  Boston  to  Fall 
River),  represents  the  "this  line"  tolls  of  fifteen  words,  and  the 
"35"  (tariff  from  Buffalo  to  Boston)  represents  the  "other  line" 
tolls  for  ten  words. 

Telegrams  must,  in  every  case,  show  the  place  where  the  tele- 
gram originated  and  date.  No  operator  or  other  employee  will  be 
permitted  to  act  as  agent  for  the  sender  and  by  so  doing  change 
the  point  of  origin.     (See  Rule  10.) 

RULE  15. 

Free  messages,  news  bulletins,  etc. 

No  message  should  be  transmitted  free  except  by  orders  from 
proper  and  superior  authority.  By  law,  all  official  messages  of  the 
officers  and  agents  of  the  several  departments  of  the  United  States 
Government  are  transmitted  free  over  militar^^  telegraph  lines  on 
proper  certificates,  but  other  line  tariffs  must  be  paid  or  guaran- 
teed, as  set  forth  in  Rule  IG.     (See  Rules  7,  8,  and  17.) 

Telegrams  making  application  for  leave  of  absence  or  extension 
of  leave,  or  of  inquiry  whether  leave  has  been  granted,  and  the 
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rej)lies  made  thereto  by  telegraph,  will  not  be  sent,  or  paid  for,  as 
l^ublic  dispatches.     (Par.  1334:,  A.  R.) 

Concessions  regarding  the  transmission  of  personal  messages  of 
officers  and  others  cooperating  in  the  maintenance  of  the  lines  may 
be  made  by  the  officer  in  charge  of  the  line.  Save  in  very  excep- 
tional cases,  such  concessions  should  not  extend  beyond  the  grant- 
ing of  half  rates  or  press  rates.  Further  concessions  will  be  made 
only  by  the  Chief  Signal  Officer  of  the  Army,  or  the  commanding 
general  of  the  army  in  the  field ;  in  no  case,  however,  exceeding 
one  message  of  25  words  per  day  and  an  answer  thereto. 

When  any  message  entitled  to  be  transmitted  free  of  charge  is 
to  be  sent,  the  reason  for  being  free  should  be  stated  in  words 
following  the  check,  unless  the  same  be  well  known.  When  this 
requirement  is  not  observed,  or  when  the  reason  for  being  sent  free 
is  deemed  insufficient,  the  sending  office  will  be  held  responsible 
for  the  usual  tariff  charges  on  such  messages. 

For  the  benefit  of  military  garrisons  and  commands  stationed  at 
remote  points,  the  officer  in  charge  of  the  line  may,  in  his  discre- 
tion, send,  tariff  free,  each  day,  a  news  bulletin.  Such  bulletin, 
being  in  the  nature  of  a  favor,  must  not  interfere  with  Govern- 
ment disj^atches  or  paid  business,  which  must  invariably  have 
precedence  over  free  messages  of  any  kind  whatever. 

Service  messages  being  on  line  business  are  to  be  neither  regarded 
nor  entered  as  free  messages.     (See  Rule  16.) 

RULE  16.  , 

Taiiff  rate  for  Governnient  messages  over  commercial  lines*     Tariff  rate  over  military  lines. 

The  rates  for  Government  telegrams  over  the  principal  commer- 
cial lines  are  fixed  annualh"  by  the  Postmaster  General,  and  will 
be  published  each  year  in  General  Orders,  or  otherwise,  for  the 
information  of  all  concerned.  All  telegrams,  public  or  private, 
will  be  credited  to  the  line.  The  value  of  every  free  message  sent 
will  be  computed  at  the  ordinary  tariff  rates,  as  if  it  were  a  prepaid 
commercial  message. 

Rates  of  tariff  for  military  lines  are  published  in  orders  by  the 
Chief  Signal  Officer  of  the  Army.  They  are  subject  to  change 
from  time  to  time,  and,  when  in  doubt,  information  as  to  the  rates 
may  be  obtained  from  the  officer  in  charge  of  the  line,  or  from  the 
Chief  Signal  Officer. 

A  message  of  less  than  ten  words  is  charged  for  as  a  ten-word 
message. 

RULE  17. 

War  Department  ami  t>tykial  messages. 

Telegrams  tendered  for  transmission  by  an  officer  of  the  Army, 
^nd  indorsed  by  him  with  the  words  "official  business,"  will  be 
treated  as  Government  messages  and  checked  "O.  B.  &  W.  D." 
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Telegrams  tendered  by  any  otlier  ofl&cer  of  the  Government  and 
indorsed  "official  business"  will  be  treated  as  Government  mes- 
sages and  checked  "O.  B.",  with  the  name  of  the  bureau  or 
department  of  the  Government  to  which  they  belong,  as  Interior, 
Justice,  etc. 

The  receiving  clerk  being  tendered  such  messages  for  trans- 
mission will  satisfy  himself  that  the  person  signing  the  message  is 
an  officer  or  agent  of  the  Government,  and  if  there  be  a  doubt  as 
to  the  official  character  of  the  message  he  will  require  a  deposit 
from  the  sender  of  the  full  commercial  tariff  on  the  message  as  a 
guarantee  before  accepting  it. 

All  messages  not  entitled  to  be  sent  free  or  under  frank,  or  as 
official  business,  will  be  prepaid  or  guaranteed,  by  deposit  or  other- 
wise.    (See  Rules  7,  8,  and  15.) 

All  business  of  the  War  Department,  its  officers  and  agents,  and 
telegrams  authorized  by  competent  authority,  and  all  "official 
messages  "  of  the  several  departments  of  the  Government,  will  pass 
free  over  United  States  military  telegraph  lines. 

The  official  character  of  messages  so  transmitted  will  be  verified 
by  the  addition  of  the  words  "  official  business"  by  the  sender. 

RULE  18. 

Otficiiil  messages  fur  trausmission  in  part  over  oomincn-ial  lines. 

Official  messages  of  the  War  Department  for  transmssion  in  part 

over  commercial  lines  should  be  written  on  the  form  furnished  by 

the  Quartermaster's  Department,  but  if  written  on  au}^  other  form 

and  indorsed  "official  business"  by  the  person  sending  the  same, 

they  may  be  accepted  and  transmitted,  the  provisions  of  Rules  17 

and  66  to  be  adhered  to. 

RULE  19. 

Commercial  ami  inivate  messages  for  transmission  over  military  lines. 

Commercial  and  personal  dispatches  may  be  transmitted  over 
United  States  military  telegraph  lines  when  of  a  lawful  nature, 
and  when  the  lines  are  not  needed  for  public  use. 

RULE  20. 

Profane  or  obscene  messages. 

Messages  containing  profane  or  obscene  language  will  not  be 
accepted  for  transmission. 

RULE  21. 

Messages  to  be  promptly  transmitted.     Transfers  to  "other  lines." 

Commercial  and  private  messages  when  filed  for  transmission 
at  any  office  on  the  United  States  military  telegraph  lines  and 
addressed  to  any  other  office  on  these  lines  with  which  there  is 
direct  communication,  will  be  forwarded  promptly  and  in  the  order 
in  which  they  are  fileci,  subject  to  the  provisions  of  Rules  39  and 
43.     (See  par.  24.) 
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Messages  that  necessarily  pass  over  tlie  lines  of  a  telegrapli  com- 
pany whose  wires  connect  with  the  military  telegraph  lines  will  be 
transferred  promptly  to  the  agent  of  the  company  at  such  transfer 
office  as  may  be  designated. 

When  there  are  two  or  more  connecting  lines,  and  the  person 
filing  a  message  expresses  in  writing  a  preference  for  any  one  of 
them,  it  will  be  sent  as  requested,  provided  the  line  is  working 
at  the  time.  If  it  is  not  working  the  message  will  be  transferred 
to  the  first  available  line.     (See  Rule  5.) 

Where  two  or  more  lines  are  available  at  any  point  of  transfer, 
and  no  preference  has  been  expressed  by  the  sender  of  a  message, 
it  will  be  sent  by  the  one  which  makes  the  total  cost  of  transmis- 
sion the  cheapest.  Where  there  is  no  difiierence  in  cost,  and  more 
than  one  line  is  available  at  any  point  of  transfer,  messages  origi- 
nating at  offices  on  the  military  telegraph  lines  whose  route  has  not 
been  indicated  by  senders  will  be  divided  as  equally  as  practicable 
between  the  several  lines. 

RULE  22. 

Ee(iuests  to  report  ilelivery. 

If  the  sender  of  a  message  desire  to  know  whether  it  has  been 
delivered  to  his  correspondent,  the  information  may  be  telegraphed 
direct  to  him  by  the  office  to  which  the  message  is  transmitted. 
In  such  cases  the  words  "Report  delivery"  will  be  inserted  in  the 
check,  and  counted  and  charged  for.  The  delivering  office  will 
then  telegraph  the  necessary  information  promptly,  checking  his 
message  "Collect."  The  cost  of  a  ten- word  message  will  be  col- 
lected at  the  time  of  sending  the  original  message. 

The  office  accepting  and  sending  a  message  "collect"  is 
responsible  for  the  charges  on  the  same,  the  one  exception  being 
the  case  in  which  the  message  is  a  direct  answer  to  a  paid  message 
received.     (See  Rules  10  and  51 . ) 

RULE  23. 

Messages  to  bf  submitted  to  commanding  officers  when  special  scrutiny  is  directed. 

Whenever  special  caution  is  directed  by  commanding  officers, 
operators  and  other  employees  will  exercise  a  special  scrutiny  in 
order  that  no  dispatches  from  private  source  giving  information 
of  military  movements,  or  that  appear  of  questionable  nature,  may 
be  sent.  At  such  times  messages  in  cipher  or  messages  that  seem 
preconcerted,  unless  exhibiting  the  signature  of  proper  military 
authority,  will  be  submitted  to  the  commanding  officer  for 
authority  to  transmit.  At  such  times  any  person  presenting 
a  dispatch  at  any  military  telegraph  office  at  a  post  to  be  tele- 
graphed therefrom,  relating  to  a  matter  concerning  which  the 
commanding  officer  has  directed  special  caution  to  be  exercised 
to  prevent  an  improper  use  of  the  lines,  will  be  informed  by  the 
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operator  or  receiving  clerk  (without  offering  any  explanation) 
that  his  dispatch  can  not  be  forwarded  to  destination  until  it 
be  examined  by  tlie  commanding  officer  and  his  orders  thereon 
received.  Should  the  sender  decline  to  submit  the  dispatch  for 
such  examination,  it  will  be  refused  transmission  and  returned. 

No  information  regarding  the  contents  of  such  dispatch,  or  the 
action  that  may  have  been  taken  with  respect  to  it,  will  be  fur- 
nished save  in  cases  of  grave  public  emergency. 

At  stations  not  located  at  military  posts,  the  submission  of  mes- 
sages as  above  ordered  will  be  by  telegraph  to  the  commanding 
officer  of  the  nearest  military  post  that  can  be  reached.  Should 
the  officer  in  charge  be  present  at  any  station  upon  the  line  the 
submission  of  messages  will  be  by  telegraph  or  in  person  to  him. 

OPERATING    DEPARTMEXT. 

RULE  24. 

Adjustment  of  relay. 

Before  opening  the  key,  adjust  the  relay  carefully  {especially  in 
wet  weather),  to  make  sure  that  no  other  office  is  using  the  line. 
(This  rule,  of  course,  does  not  apply  to  duplexes  or  "quads.") 

RULE  25. 

Galling,  answering,  sending,  and  receiving. 

An  operator,  when  calling  an  office,  will  sign  his  own  office  call 
at  short  intervals,  and  will  also  sign  it  in  answering  calls.  All  calls 
will  be  answered  promptly. 

To  acknowledge  a  call,  signal  "I"  two  or  more  times  followed 
by  the  call  letter  of  acknowledging  office. 

To  break  or  stop  the  sender,  open  ihe  key.  When  working 
duplex  or  "quad  "  signal  "  BK."  To  start  the  sender  after  break- 
ing, signal  "GA"  followed  by  the  last  word  correctly  received. 
The  sender  will  resume  the  message,  beginning  with  the  word 
indicated. 

If  nothing  has  been  received,  signal  "  RR;"  the  sender  will  then 
repeat  all. 

In  event  of  an  error  in  sending,  signal  an  interrogation  point 

( ),  and  resume  the  message,  beginning  with  the  last  word 

correctly  sent. 

To  a.cknowledge  the  receipt  of  a  message,  signal  "  OK  "  followed 

by  the  personal  signal  of  the  receiver,  and  station  call.     (See  Rules 

31  and  32.) 

RULE  26. 

Personal  signal. 

No  operator  will  change  his  personal  signal  without  the  consent 
of  the  chief  operator,  nor  will  any  two  operators  in  the  same  office 
use  the  same  signal. 
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RULE  27. 

Special  signals  and  abbreviations. 

The  following  special  signals  are  authorized : 

1     Wait  a  moment.  •     25    Busy  on  other  wires. 

4  Start  me  or  where.  27    Adjust  your  magnet. 

5  Have  you  anything  for  me.  30  or  N.  M     Circuit  closed  or  no  more. 
7  or  77  Message  for  you.                           44    Answer  quick. 

9    Iinportant  military  message,  give  73    Accept  compliments, 

way.  18    What  is  the  matter. 

13    Do  you  understand.  Wire  . . .     Test,  give  way. 
92    Deliver  (ed). 

Operators  will  in  all  cases  give  way  for  signal  9,  and  for  "wire." 
(See  Rule  46.) 
The  following  abbreviations  are  authorized : 


Ahr 

Another. 

Ans 

Answer. 

Ck 

Check. 

Col 

Collect. 

DH 

Dead  Head. 

GA 

Go  ahead. 

GE 

Good  evening. 

GM 

Good  morning. 

GN 

Good  night. 

GR 

Government  rate. 

NM 

No  more. 

0  B 

Ofificial  business. 

OK 

All  right. 

Opr 
Pd 

Operator. 
Paid. 

Qk 

Sg 
Wo 

Quick. 

Signature. 

Who. 

Other  abbreviations  in  use  in  the  United  States  telegraph  service 
are  to  be  found  on  pages  145  to  148,  inclusive,  Manual  No.  3, 
Electrical  Instruments  and  Equipments  of  the  U.  S.  Signal  Corps, 
1902,  and  Chapter  VIII  of  this  manual. 

RULE  28. 

Copy  to  be  followed. 

Operators  in  transmitting  messages  will  follow  copy.  No 
abbreviations  will  be  used. 

When  periods  or  other  punctuations  are  used,  care  will  be  taken 
to  transmit  them  precisely  as  contained  in  the  copy. 

A  period  after  the  address,  dividing  the  same  from  the  body  of 
the  message,  will  always  be  transmitted. 

When  difficult  words  appear  in  messages,  transmission  will  be 
slow  and  distinct,  and  if  an  error  is  likely  to  occur,  the  difficult 
words  will  be  repeated. 

No  message  will  be  telegraphed  from  dictation,  or  otherwise 
than  from  legible  copy;  which  copy  will  be  filed  for  future  refer- 
ence, except  where  otherwise  provided. 

RULE  29. 

A\'hen  messages  can  not  be  promptly  transmitted. 

When,  for  any  reason,  an  operator  can  not  transmit  a  telegram 
promptly,  he  will  note  the  cause  of  the  delay  upon  the  back  of  the 
telegram,  and  will  report  the  facts  to  the  chief  operator. 

RULE  30. 

Speed  of  transmission  to  bo  regulated. 

The  sending  operator  will  regulate  the  transmission  of  a  message 
to  suit  the  ability  of  the  receiving  operator.     (See  Rules  31  and  32.) 
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RULE  31. 

Transmission  of  proper  names.     Order  of  transniittinK  messages. 

Sending  operators  will  use  extra  caution  in  the  transmission  of 
proper  names.  The  names  will  be  transmitted  slowly,  and  double 
the  usual  space  given  between  the  initials. 

The  sending  operator  will  write  upon  each  message  sent  the 
number  of  the  message,  signal  of  the  office  to  which  sent,  the  time 
of  sending,  also  his  own  and  the  receiving  operator's  personal 
signals. 

The  following  will  be  the  order  of  transmitting  the  several  parts 
o'  a  message,  viz  : 

1 .  The  number  of  the  telegram. 

•^.  The  operator's  personal  signal. 

3.  The  check  of  the  telegram. 

4.  The  x^lace  from  and  the  date  of  the  telegram. 

5.  The  address  of  the  telegram. 

6.  The  body  and  signature  of  the  telegram. 

All  figures  a-nd  words  in  the  check  of  a  telegram  will  be  trans- 
mitted. If  a  part  of  the  tariff  is  for  "other  lines"  the  amount  for 
"  this  line"  should  be  stated  first,  and  then  the  amount  for  "other 
lines."  In  case  of  Government  messages  the  abbreviation  "  G.  R." 
(Government  rate)  will  follow  the  amount  for  "  other  lines." 

No  telegram  will  be  rega-rded  as  transmitted  until  acknowledged 
b}"  the  usual  signal ;  but  if  a  number  of  telegrams  be  sent  in  suc- 
cession, the  acknowledgment  of  the  last  may  be  regarded  as  an 
acknowledgment  of  all.     (See  Rules  25,  30,  and  32.) 

RULE  32. 

Keceiving  operator  is  held  responsible  for  errois  in  messages  received. 

The  receiving  operator  will  be  held  responsible  for  errors  in 
messages  received.  He  will  count  the  words,  verify  the  check, 
and  otherwise  satisfy  himself  that  the  message  is  correct,  before 
allowing  it  to  leave  his  hands.     (See  Rules  25,  30,  and  31.) 

In  verifying  the  check,  should  it  not  agree,  the  receiving  oper- 
ator may  request  the  sending  operator  to  "letter"  the  message, 
which  will  be  done  by  the  sending  operator  transmitting  the  first 
letter  of  each  word  in  the  message. 

RULE  33. 

Time  of  receipt  to  lie  recordeil.     Name  of  State  to  be  shown. 

The  time  of  the  receipt  will  be  noted  by  the  receiving  operator. 
The  name  of  the  place  from  which  the  message  originates,  and  its 
destination,  will  be  written  out  in  full,  whether  passing  through 
a  relaying  office  or  not.  The  name  of  the  State  will  accompany  the 
name  of  place  in  address,  except  the  names  of  the  leading  com- 
mercial cities  in  the  United  States,  such  as  New  York,  Philadelphia, 
Boston,  Cincinnati,  Chicago,  St.  Louis,  San  Francisco,  etc. 
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RULE  34. 

Operators  not  to  refuse  messages. 

No  operator  will  refuse  to  receive  any  message  offered  by  an 
operator  at  another  oflSce.  Should  there  be  any  doubt  as  to  the 
propriety  of  the  message,  it  will  be  received  and  the  facts  reported 
by  mail  to  the  officer  in  charge,  or  referred  to  the  chief  operator 
in  charge  of  the  office. 

RULE  35. 

Contention  for  circuit. 

Contention  for  circuit  is  positively  prohibited. 

RULE  36. 

Transmission  of  repeateil  messages. 

Special  care  will  be  observed  in  sending  and  receiving  a  message 
requiring  repetition.  At  the  office  of  origin,  and  at  each  repeating 
office,  an  operator,  upon  receiving  back  a  repeated  message,  will 
carefully  compare  it  with  his  copy,  underlining  or  checking  each 
word,  and  if  the  repetition  be  found  to  be  correct,  he  will  write  on 
the  back  of  the  message  the  words  "  Repeated  back,  O.  K.,"  with 
his  personal  signal  and  the  personal  signal  of  the  operator  who 
repeated  back  the  message.     (See  Rules  10  and  13.) 

RULE  37. 

AVhen  thrt)Ugh  messages  are  delayed  ;  order  of  filing. 

Whenever  a  through  message,  in  course  of  transmission,  is 
stopjjed  at  a  relaying  office  in  consequence  of  the  interruption  of 
a  wire  over  which  it  must  pass  to  reach  its  destination,  and  the 
delay  is  likely  to  be  of  long  duration,  the  office  from  which  it  was 
originally  sent  will  be  promptly  notified  of  the  fact. 

To  guard  against  the  loss  of  through  messages,  and  to  locate  the 
responsibility  therefor,  as  well  as  for  errors  made  in  their  trans- 
mission, the  originating  office  will  note  upon  such  messages  the 
time  and  date  and  the  office  to  which  they  are  sent ;  and  every  in- 
termediate office  receiving  them  for  relaying  will  keep  a  complete 
record  upon  each  message,  showing  the  office  from  which  received 
and  to  which  sent,  with  the  time  and  date. 

Relayed  messages  will  be  kept  in  a  separate  file  appropriately 
labeled. 

RULE  38. 

Number  sheets  to  be  compared  and  transmitted  messages  to  be  scrutinized. 

At  each  office,  before  closing,  the  operators  will  examine  the 
number  sheets  (Form  No.  138)  and  exchange  number  reports  of 
the  day's  business  with  other  offices,  and  immediately  correct  any 
errors  discovered. 

All  offices  must  compare  numbers,  whenever  i30ssible,  before 
closing  at  night.  When  unavoidable,  numbers  must  be  compared 
the  first  thing  in  the  morning  before  any  other  business  is  done. 


33 

At  each  oflB.ce  it  will  be  the  duty  of  some  employee  to  scrutinize, 
before  filing  for  record,  all  "sent"  telegrams  to  see  that  they  bear 
the  proper  indication  of  transmission.  The  utmost  care  must  be 
taken  to  prevent  unsent  telegrams  from  being  placed  with  those 
which  have  been  sent.  (See  Rule  Go.)  All  calls  made  should  be 
registered  on  the  back  of  the  number  sheet  at  the  time  such  calls 
are  made  under  call  letter  of  office  called. 

RULE  39. 

When  signal  No.  "  9  "  is  being  used. 

Any  operator  transmitting  important  military  dispatches  from 
official  sources,  or  on  his  own  motion,  will,  in  calling  the  desired 
office,  use  the  signal  "9,"  which  signal  will  be  understood  as  com- 
manding immediate  suspension  of  all  other  business  until  the  dis- 
patches in  hand  shall  have  been  transmitted. 

The  operator  sending,  under  this  signal,  military  dispatches,  also 
all  operators  receiving  them  will  consider  themselves  as  constantly 
on  duty  and  will  remain  within  sound  of  their  instruments  until 
the  emergency  necessitating  such  attention  shall  have  loassed,  and 
of  the  termination  of  such  emergency  the  military  commander 
present  on  the  line  will  be  the  judge.  When  any  operator  thus  on 
duty  shall  have  been  notified  that  his  attendance  is  no  longer  re- 
quired, he  will  promptly  inform  all  the  other  oi^erators  of  the  fact, 
but  such  notification  must  not  be  taken  as  excusing  any  of  them 
from  attendance  during  the  prescribed  office  hours  without  per- 
mission from  the  proper  authority.     (See  x)ar.  G  and  Rule  43.) 

RULE  40. 

Meal  hours. 

At  offices  where  there  are  two  or  more  operators  meal  hours 

should  be  so  arranged  as  to  have  at  least  one  operator  on  duty 

during  meal  times. 

RULE  41. 

Messages  to  be  cleared  before  closing  office. 

Unless  prevented  by  reason  of  the  wires  not  working,  all  mes- 
sages received  during  the  x3rescribod  office  hours  will  be  cleared 
before  the  close  of  business  each  day. 

RULE  42. 

Duplicate  transmission. 

If  to  correct  an  error  in  a  message,  or  for  any  other  reason,  a 
second  transmission  becomes  necessary,  the  sending  operator  will 
begin  a  second  transmis.sion  Avith  the  word  "  Duplicate,"  which 
word  the  receiving  operator  will  write  conspicuously  on  the  form 
above  the  message.  A  new  number  will  be  given  the  message  and 
dux)licate  marks  of  transmission  shall  be  recorded  thereon.  In  all 
cases  the  date  of  such  duplication  should  appear  on  the  trans- 
mitted copy  for  reference,  but  the  original  date  on  which  the  mes- 
sage was  filed  will  be  transmitted.     (See  Rules  G2  and  G3.) 
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RULE  43. 

Order  of  priority  in  ti'ansmission. 

Subject  to  modification  in  orders  from  tlie  War  Department, 
dispatches  will  be  sent  in  the  following  order  of  priority,  due 
regard  being  paid  to  messages  of  the  same  class : 

First.  Those  relating  to  the  movement  or  administration  of  the 
Army  in  the  field  and  of  the  Navy. 

Second.  Other  messages  relating  to  the  Army,  to  the  Navy,  and 
to  Governmental  departments  or  bureaus  of  the  United  States. 

Third.  Messages  of  State,  Territorial,  or  other  civil  officials, 
relating  to  public  business. 

Fourth.  Messages  between  diplomatic  agents  of  neutral  govern- 
ments. 

Fifth.  Press  messages. 

Sixth.  Miscellaneous  business,  those  relating  to  death  or  serious 
illness  having  priority.     (Par.  1746,  A.  R. ) 

(See  par.  G  and  Rule  39.) 

RULE  44. 

Service  messages  to  have  preference. 

Service  messages  relating  to  correction,  loss,  or  anything  affect- 
ing the  A' alue  of  a  message,  will  have  preference  over  any  other 
private  business,  and  in  no  case  will  a  service  message  be  destroyed 
or  willfully  delayed  in  transmission.  When  service  messages  are 
needlessly  sent  or  unnecessarily  worded,  the  same  will  be  reported 
to  the  officer  in  charge.     (See  Rule  58.) 

RULE  45. 

Correspondence  between  employes. 

The  official  correspondence  over  the  wires  between  operators 
and  other  employees  of  the  lines  will  be  limited  to  matters  of  an 
urgent  nature  that  will  not  bear  the  delay  of  the  mails.  Use  the 
mails  for  all  matters  that  will  not  suffer  by  delay. 

RULE  46. 

Daily  tests  ot  line.     Journal  to  be  kept. 

Chief  operators  will  make  careful  tests  of  the  line  every  morning 
and  evening  at  convenient  hours,  during  which  an  operator  will 
be  required  at  the  key  in  every  office.  The  word  "wire"  will  be 
recognized  as  giving  the  right  of  circuit  at  all  times  for  testing 
purposes.     (See  Rule  27. ) 

When  faults  are  located  orders  will  be  given  immediately  to 
repair-men  and  the  necessary  repairs  will  be  made  at  the  earliest 
hour  possible. 

A  journal  shall  be  kept  by  the  chief  operator,  in  which  will  be 
entered  all  information  of  value  concerning  the  condition  and 
operation  of  the  entire  section  under  his  charge. 
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The  result  of  the  tests,  including  a  statement  of  faults  discov- 
ered and  action  taken  to  remove  them,  will  be  entered  in  the 
journal.     (See  pars.  21,  25,  and  26.) 

In  making  entries  the  time  of  tests,  interruptions,  removal  of 
faults,  etc.,  will  always  be  stated;  also,  all  other  information  that 
may  be  of  value  for  future  reference. 

All  changes  in  the  working  force  of  stations  will  be  noted  under 
the  corresponding  dates,  and  it  is  made  the  particular  duty  of 
chief  operators  to  note  in  the  journal  any  marked  inattention  to 
duty  by  any  operator  or  repair  man.  Entries  will  be  as  brief  as 
possible,  but  they  must  be  explicit.  Only  a  few  lines  will  be 
needed  ordinarily  for  each  day.  Of&ces  will  be  referred  to  by 
their  full  names  and  not  by  their  calls. 

RULE -47. 

Instruments  not  to  be  moved.     Privacy  of  operating  room. 

When  instruments  have  been  installed  they  will  not  be  changed, 
nor  offices  moved,  without  proper  authority. 

Persons  not  directly  connected  with  the  operating  department 
will  not  be  allowed  access  to  telegraph  instruments  nor  office  files. 

RULE  48. 

Use  of  ground  wires. 

The  ground  wires  at  intermediate  offices  will  be  used  only  in  the 
event  of  the  wire  being  open,  and  then  only  to  notify  the  chief 
operator  concerning  the  interruption  and  to  receive  his  instructions. 
The  chief  operators  will  cause  the  ground  wire  to  be  tried  at  fre- 
quent intervals  during  business  hours,  taking  care  that  on  com- 
pletion of  a  clear  circuit  that  it  is  at  once  removed. 

The  ground  wire  will  never  be  used  as  a  protection  against 
lightning;  during  heavy  storms  the  instruments  will  be  cut  out. 
(See  Rules  49,  109,  and  111.) 

RULE  49. 

Office  to  be  cut  out  through  switch. 

When  leaving  the  office  temporarily,  or  for  the  night,  the  main 
line  will  be  cut  off  from  the  instruments.  This,  however,  will 
never  be  done  without  examining  the  switch  or  cut-off,  to  be  sure 
that  the  circuit  is  complete  through  it.  (See  Rules  -18,  109,  and 
111.) 

DELIVERY    DEPARTMEXT. 

RULE  50. 

Messages  to  be  copied  and  delivered  in  sealed  envelopes.     Collection  of  tolls. 

Each  message  for  delivery  will  be  copied  and  inclosed  in  the 
proper  envelope,  which  will  be  carefully  sealed  and  fully  and 
plainly  addressed  in  ink.     (See  Rules  114  and  1-21.) 
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When  tolls  are  to  be  collected  the  amount  in  words  will  be 

written  in  ink  upon  the  envelope  and  also  upon  the  messenger's 

delivery  sheet. 

RULE  51. 

Instructions  from  sending  office  to  be  observed.     Keport  of  delivery. 

Instructions  from  the  sending  office  in  regard  to  delivery  of  a 

message  will  be  carefully  observed,    A  request  to  ' '  report  delivery  " 

(see  Rules  10  and  22)  will  be  answered  by  a  "collect"  message 

addressed  to  the  sender  of  the  original  message,  stating  the  time 

of  delivery,  or  if  not  delivered,  the  reason  why.     A  request  to 

make  the  Ck.  of  a  "collect"  service  message  D.  H.  will  not  be 

complied  with. 

RULE  53. 

Messages  addressed  to  either  of  two  or  inore  persons. 

When  a  message  addressed,  for  example,  to  "  A  or  B"  is  received 

it  will  be  delivered  to  either  one  or  the  other  addresses.     (See 

Rule  10.) 

RULE  53. 

Messages  reqniriug  answers. 

When  a  message  requires  an  answer  the  word  "Answer"  will  be 
plainly  written  on  the  envelope,  and  the  messenger  will  be  instructed 
to  make  diligent  efforts  to  obtain  such  answer.  Should  he  fail  to 
obtain  it  he  will  report  the  reason  to  the  delivery  clerk.  Messengers 
will,  in  all  cases,  be  supplied  with  the  proper  blanks  on  which 
answers  can  be  written.    (See  Rule  1.) 

RULE  54. 

Free-delivery  limits. 

Messages  will  be  delivered  free  within  a  radius  of  ^  mile  from 

the  office  in  any  city  or  town  of  less  than  5,000  inhabitants,  and 

within  a  radius  of  1  mile  from  the  office  in  any  city  or  town  of 

5,000  or  more  inhabitants.     Beyond  these  limits  only  the  actual 

cost  of  the  delivery  service  will  be  collected ;  the  delivery  clerk 

will,  however,  see  that  such  cost  is  as  reasonable  as  possible. 

(See  Rule  78.) 

RULE  55. 

Special  delivery. 

If  the  services  of  a  special  messenger  be  required,  and  the  special- 
delivery  charges  have  not  been  provided  for,  the  sending  office 
will  be  promptly  notified  by  telegraph  of  the  cost  of  delivery,  and 
that  office  will  endeavor  to  collect  the  charges  from  the  sender, 
who,  if  he  pay  or  guarantee  the  delivery  charges,  will  also  pay  for 
the  message  ordering  special  delivery  or  guarantee  the  collection 
of  the  tolls  thereon.  If  the  sending  office  be  unable  to  collect,  or 
if  a  reply  from  the  sending  office  to  the  notice  be  not  promptly 
received,  a  copy  of  the  message  will  be  mailed  to  the  addressee, 
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and  if  another  copj^  be  afterwards  delivered,  the  word  "Duplicate" 
will  be  plainly  written  across  its  face. 

RULE  56. 

Delivery  of  collect  messages  without  payment. 

If  the  addressee  of  a  collect  message  refuse  to  pay  for  the  same, 
the  message  will  nevertheless  be  tendered  to  him  and  notice  of  the 
failure  to  collect  will  be  at  once  given  to  the  sending  office  by 
service  message  and  by  mail,  in  order  that  tolls  may  be  obtained 
from  the  sender  of  the  message.    (See  Rules  7,  8, 15,  17,  64,  and  81. ) 

RULE  57. 

Notice  to  addressees  of  uudelivered  messages. 

When  a  message  can  not  be  delivered  because  the  addressee's 
place  of  business  or  residence  is  closed,  or  because  no  authorized 
person  can  be  found  to  receive  the  message,  the  messenger  will 
leave  a  notice  (Form  No.  137  B)  at  the  place  of  address,  to  the  effect 
that  a  telegram  for  the  addressee  is  at  the  office  of  the  military  tele- 
graph awaiting  delivery.  The  undelivered  message  will  then  be 
returned  to  the  office,  with  the  reason  of  the  nondelivery  indorsed 
upon  the  envelope,  and  will  be  delivered  as  early  thereafter  as 
possible. 

Service  messages  re^Dorting  nondelivery  of  messages  addressed 
to  business  houses  that  are  closed  for  the  day  are  unnecessary. 
However,  the  persons  likely  to  receive  messages  after  business 
hours  should  be  requested  to  designate  some  place  at  which  mes- 
sages thus  received  may  be  delivered. 

RULE  58. 

Nondelivery  in  consequence  of  wrong  address,  etc. 

AVhen  a  message  can  not  be  delivered  because  of  wrong  or  inade- 
quate address,  or  because  the  addressee  is  not  known,  or  for  any 
other  reason,  a  record  of  the  facts  will  be  made  upon  the  envelope 
of  the  undelivered  message,  and  the  sending  office  will  be  promptly 
notified  by  telegraph  of  the  nondelivery,  the  service  message 
giving  such  notice  will  contain  the  date,  address,  and  signature  of 
the  message  as  received,  and  the  reason  for  the  failure  to  deliver. 
On  receipt  of  such  notice,  the  sending  office  will  compare  addresses, 
and  will  correct  by  telegraph  any  error  that  may  be  found.  If  no 
error  appear,  notice  will  be  given  to  the  sender  of  the  message 
(Form  137),  who,  if  he  desires  to  change  the  address,  must  either 
send  a  new  message  or  pay  for  the  service  message  necessary  to 
change  the  address  of  the  original.  Pending  the  correspondence 
as  to  "better  address"  the  receiving  office  will  put  a  copy  of  the 
message,  addressed  as  first  received,  in  the  post  office.  Postal-card 
notices  may  be  used  if  desired.     (See  Form  137  A.) 
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A  telegram  wliicli,  from  any  cause,  has  failed  of  delivery  will  be 
filed  with  other  business ;  it  will  not  be  destroyed  because  of  that 
or  other  reason,  nor  will  a  request  to  that  effect  be  complied  with. 
All  undelivered  messages  should  be  labeled  "Undelivered  mes- 
sages," and  held  until  their  disposition  is  ordered  by  proper 
authority. 

All   service    messages   must  be   as   concise   as   possible.     (See 

Rule  U.) 

RULE  59. 

Slessages  not  to  be  delivered  to  unauthorized  persons. 

A  message  must  not  be  left  with  a  janitor  or  porter  of  a  building 
for  delivery  by  him,  nor  slipped  under  a  door,  nor  left  in  a  letter 
box,  unless  the  addressee  has  filed  with  the  delivery  clerk  a  written 
request  for  such  delivery ;  nor  will  a  messenger  allow  any  unau- 
thorized person  to  know  to  whom  the  message  is  addressed. 

RULE  60. 

Messengers  to  obtain  receipts. 

A  messenger  will  obtain  a  receipt  on  the  proper  form  for  each 
message  delivered,  which  receipt  will  include  the  name  of  the 
person  to  whom  delivery  is  made  and  the  time  of  delivery.  A 
messenger  will  in  no  case  receipt  for  an  addressee.  At  offices 
where  there  is  no  messenger  telegrams  will  be  delivered  by  the 
operator  or  his  assistant. 

RULE  61. 

Messengers'  books  to  be  examined. 

The  delivery  clerk  will  examine  the  delivery  sheets  or  books  of 
messengers  on  their  return  from  each  service,  and  at  the  close 
of  the  day,  to  see  that  faithful  delivery  has  been  made,  and  that 
all  proper  notifications  have  been  given. 

RULE  62. 

Messages  delivered  subject  to  correction. 

If  a  manager  or  operator  in  charge  of  an  office  believes  that  an 
error  has  been  made  in  the  transmission  of  a  message  to  his  office, 
and  the  correction  can  not  be  quickly  made,  he  will  deliver  the 
message  with  the  words  ' '  Delivered  subject  to  correction  "  indorsed 
thereon.  He  will  then  take  immediate  steps  to  secure  a  correct 
copy,  which  will  be  indorsed  "Corrected  copy,"  and  wifl  be 
promptly  delivered.  If  no  error  be  found,  a  notice  to  that  effect 
will  be  delivered.     (See  Rules  42  and  63.) 

RULE  63. 

Correction  of  errors. 

If,  after  the  delivery  of  a  message,  the  addressee  claim  that  an 
error  has  been  made  in  transmission,  and  the  error  be  not  apparent 
to  the  manager  or  operator  in  charge,  the  manager  or  operator  in 
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charge  may,  by  service  message  to  the  sending  office  (which  service 
message  must  be  paid  for)  ask  for  a  duplicate,  and  if  an  error 
be  thereby  disclosed,  a  copy  indorsed  "Corrected  copy"  will  be 
delivered  and  the  tolls  paid  for  the  service  message  refunded. 
If  no  error  be  disclosed  a  notice  to  that  effect  will  be  delivered. 

(See  Rules  42  and  62.) 

RULE  64. 

"Other  line"  uncollect  messages;  notice  to  be  a;iven. 

If  an  uncollect  message  originates  on  "other  lines  "  the  collecting 
office  will  be  promptly  notified  by  telegraph,  in  order  that  collec- 
tion may  be  made  from  "other  lines."     (See  Rules  7,  8,  15,  17,  56, 

and  81.) 

RULE  65. 

Filing  away  messages  ;  record  thereof. 

Care  will  be  taken  in  preserving  and  filing  away  messages  which 
have  been  transmitted  (see  Rule  38)  and  copies  of  messages  received, 
in  order  to  make  reference  thereto  easy  and  expeditious.  The  mes- 
sages will  be  filed  daily  in  a  wrapper  (Form  No.  133)  upon  which 
the  following  data  will  be  given  : 

1.  Name  of  office. 

2.  Date. 

3.  Number  of  i^aid  commercial  messages  sent. 

4.  Number  of  paid  commercial  messages  received. 

5.  Number  of  collect  commercial  messages  sent. 

6.  Number  of  collect  commercial  messages  received. 

7.  Number  of  free  and  paid  commercial  messages  sent.     (Mes- 
sages which  are  free  over  "this"  but  carrying  "other  line"  tolls.) 

8.  Number  of  free  and  paid  commercial  messages  received. 

9.  Number  of  free  and  collect  commercial  messages  sent. 

10.  Number  of  free  and  collect  commercial  messages  received. 

11.  Number  of  free  messages  sent. 

12.  Number  of  free  messages  received. 

13.  Value  of  free  messages  sent. 

At  the  close  of  the  month  each  day's  business,  plainly  marked, 
will  be  inclosed  together  and  the  same  properly  labeled.  These 
packages  will  be  retained  for  six  months;  at  the  end  of  which 
time,  unless  otherwise  ordered,  they  will  be  sent,  with  the  monthly 
reports,  to  the  officer  in  charge  of  the  line.  They  will  not  be  de- 
stroyed without  special  jDermission  from  the  Chief  Signal  Officer 
of  the  Army.     (See  Rules  71  and  93.) 

MONEY  ACCOUNTS  AND  REMITTANCES. 

RULE  66. 

Payment  for  ofificial  messages  which  pass  over  commercial  lines. 

All  official  messages  filed  at  offices  on  United  States  military 
telegraph  lines,  which  are  designed  to  pass  partly  over  commercial 
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telegraph  lines,  will  be  filed  in  duplicate.  (See  Rules  17  and  18.) 
One  copy  will  be  retained  and  filed  as  a  part  of  the  station  records, 
as  is  the  case  with  other  messages. 

The  second  cbpy  will,  in  the  case  of  "  O.  B.  and  W.  D."  messages, 
be  sent  at  the  end  of  the  month  to  the  officer  of  the  Quartermaster's 
Department  who  is  designated  by  the  department  commander  to 
pay  telegraph  accounts.  (See  par.  1338,  A.  R.)  In  cases  of  official 
messages  pertaining  to  other  departments  of  the  Government  the 
second  copy  will  be  mailed  to  the  operator  in  charge  of  the  transfer 
office  on  the  military  line  at  which  the  telegram  was  transferred 
to  the  commercial  line,  who  will  turn  it  over  to  the  manager  of  the 
commercial  company  to  which  it  was  transferred  for  collection  by 
his  company,  taking  receipt  therefor  in  the  usual  manner. 

RULE  67. 

statement  of  "0.  B.  and  W.  D."'  messages  transferred  to  commercial  lines. 

-  Operators  in  charge  of  transfer  stations  will  prepare  at  the  end 
of  each  month  a  statement  in  duiDlicate  (on  Form  No.  119)  of  all 
"  0.  B.  and  W.  D."  telegrams  transferred  to  commercial  telegraph 
lines  at  their  stations.  One  copy  of  this  form  will  be  handed  to 
the  manager  of  the  commercial  telegraph  line  and  the  other  mailed 
to  the  disbursing  officer  of  the  Quartermaster's  Department,  who 
has  been  designated  to  settle  such  accounts  in  the  military  depart- 
ment in  which  the  station  is  located. 

RULE  68. 

Act  of  Congress  relative  to  telegraph-line  receipts. 

An  act  making  api)ropriations  for  sundry  civil  expenses  of  the 
Government  for  the  fiscal  year  ending  June  thirtieth,  eighteen 
hundred  and  eighty-four,  and  for  other  purposes. 
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Par.  3.  That  on  and  after  the  first  day  of  July,  eighteen  hundred 
and  eighty-three,  all  moneys  received  for  the  transmission  of 
private  dispatches  over  any  and  all  telegraph  lines  owned  or  oper- 
ated by  the  United  States  shall  be  paid  into  the  Treasury  of  the 
United  States,  as  required  by  section  thirty-six  hundred  and 
seventeen  of  the  Revised  Statutes,  and  all  acts  or  parts  of  acts 
inconsistent  herewith  are  hereby  repealed. 

******* 

RULE  69. 

"  This  line  "  and  "Other  line  "  funds. 

The  moneys  received  at  telegraph  offices  for  the  transmission  of 
messages  will  be  divided  into  what  is  known  as  "this  line"  and 
"other  lines"  funds.  The  term  "this  line  receipts"  applies  to 
moneys  received  for  private  dispatches  sent  over  any  portion  of 
the  telegraph  line  owned  or  operated  by  the  United  States,  and  is 
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public  money.  The  term  "other  line  receipts"  applies  to  moneys 
collected  on  account  of  the  commercial  companies,  and  for  the 
payment  of  postage,  special  delivery,  etc.,  and  is  in  nowise  Govern- 
ment money,  and  is  not,  therefore,  governed  by  the  requirements 
of  the  act  of  March  3,  1883,  quoted. 

RULE  70. 

Accounts  current  and  cliock  ledger. 

In  order  that  correct  accounts  may  be  rendered  of  both  "this 
line"  and  "other  lines"  receipts,  in  accordance  with  the  intentions 
of  the  law,  a  check  ledger  will  be  kept  at  each  station,  and  separate 
station  accounts  current,  with  proper  vouchers  (Forms  Nos.  103 
and  104),  will  be  rendered  monthly  for  both  "this"  and  "other 
line"  cash  receipts. 

RULE  71. 

Check  ledger  for  each  telegraph  office. 

A  check  ledger  will  be  kept  at  each  telegraph  office.  The  first 
division  of  the  ledger  (the  eight  columns  between  date  columns) 
immediately  following  the  last  division  used  during  the  preceding 
month  will  be  reserved  for  the  home  office,  the  name  of  which  will 
be  written  in  red  ink  at  the  top.  The  name  of  each  office  on  the 
line,  in  alj)habetical  order,  and  written  in  black  ink,  Avill  follow 
that  of  the  home  office,  each  being  assigned  a  division  of  the 
check  ledger.  At  the  close  of  business  each  daj  the  messages  will 
be  sorted  and  arranged  alphabetically  in  respect  to  stations.  All 
messages,  commercial  and  free  (which  latter  will  include  official 
and  "deadhead"  business),  sent  to  or  received  from  each  station 
will  be  kept  together  and  in  the  order  named. 

Messages  sent  or  received  free  over  "this  line,"  but  carrying 
"other  lines"  tolls,  will  be  filed  with  commercial  messages.  (See 
Rules  65  and  93. ) 

After  the  amounts  representing  the  tolls  received  by  and  checked 
against  the  home  office  have  been  determined  for  each  office,  the 
totals  will  be  entered  in  the  check  ledger  in  their  respective 
divisions  and  under  the  proper  headings.  The  term  "this  office" 
always  refers  to  the  office  keei^ing  the  check  ledger. 

RULE  72. 

Check  ledger  at  transfer  offices. 

At  transfer  offices  the  ledger  will  be  made  up  daily  as  follows: 
The  headings  "This  office  receives"  and  "This  office  checks"  of 
the  first  or  home  office  division  will  be  erased  and  replaced  with 
one  heading  reading  "This  office  receives."  Over  the  first  two 
columns  and  under  the  words  "This  line"  will  be  written  "  W.  U. 
Dr.,"  or  the  initials  of  the  company  to  whose  lines  transfers  are 
made.     The  subheading  ' '  Other  lines  "  over  the  second  two  columns 
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will  be  erased  and  "This  line"  inserted,  under  whicli  will  be  written 
"(Local  casli)."  The  "This  line"  over  the  third  two  columns  will 
be  erased  and  the  word  "Total"  written  in.  Over  the  fourth  (last) 
two  columns  the  words  "Other  lines"  will  be  erased  and  the  word 
"Sundries"  written  in  their  place. 

Examjile. 


THIS   OFFICE 

RECEIVES. 

This  line. 
W.  r.  Dr. 

This  line. 
(Local  cash.) 

Total. 

Sundries. 

In  the  first  two  columns  the  amount  of  tolls  covering  "This  line" 
tariff  on  messages  received  paid  from,  and  sent  collect  to,  offices 
on  the  Western  Union  Telegraph  Company's  lines  will  be  entered. 
In  the  second  two  columns  will  be  entered  the  amount  of  local  cash 
collected  at  the  transfer  office  for  messages  originating  at  that 
office  and  sent  "  paid  "  to  offices  on  "This  line"  or  received  "Collect" 
from  other  offices  on  "This  line"  for  delivery.  The  amounts  in 
the  first  four  columns  will  then  be  added  together  and  the  figures 
resulting  entered  in  the  third  two  columns,  which  will  show  the 
amount  of  "This  line"  tolls  checked  against  the  transfer  offices  by 
the  other  offices  on  "This  line." 

The  footings  of  the  first  two  columns  will  show  the  amount  due 
from  the  AVestern  Union  Telegraph  Company  at  the  end  of  the 
month,  while  the  sum  due  to  the  Western  Union  Telegraph  Com- 
pany is  equal  to  the  sum  of  all  "  Other  lines  "  tolls  checked  against 
all  offices  on  the  line. 

Money  received  for  special  delivery,  guaranteed  messages,  and 
postage  will  be  entered  under  the  heading  "  Sundries." 

RULE  73. 

Check  ledger  at  offices  other  than  transfer  offices. 

At  offices  other  than  transfer  offices  the  check  ledger  will  be  made 
up  daily  as  follows :  The  headings  "This  office  receives"  and  "This 
office  checks  "  of  the  first  or  home  office  division  will  be  erased 
and  replaced  with  one  heading,  reading  "  This  office  receives." 
Over  the  first  four  columns  and  under  the  headings  "This  line" 
and  "Other  lines"  will  be  written  "  (Local  cash)."  Over  the  third 
two  columns  the  words  "This  line"  will  be  erased  and  the  word 
"Total"  inserted,  and  over  the  fourth  (last)  two  columns  the 
words  "Other  lines"  will  be  erased  and  the  word  "Sundries" 
inserted. 
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Example. 


THIS   OFFICE    RECEIVES. 


Local  cash. 

Total. 

Suiiflrles. 

This  line. 

( itliiT  lines. 

• 

In  the  first  two  columns  of  the  division  will  be  entered  the 
amount  of  "  This  line"  tolls  received  on  messages  sent  "  paid"  or 
received  "collect."  In  the  second  two  columns  will  be  entered 
the  amount  of  "Other  lines"  tolls  received  for  messages  sent 
"  paid  "  or  received  "  collect,"  In  the  third  two  columns  will  be 
entered  the  aggregate  of  the  first  four  columns,  which  will  thus 
show  the  total  amount  of  telegraph  tolls  received  daily. 

Money  received  for  special  delivery,  guaranteed  messages,  and 
postage  will  be  entered  under  the  heading  "Sundries." 

RULE  74. 

Check  report.     Number  of  messages  handled  during  month. 

A  check  report  (Form  No.  105)  will  be  made  monthly  and 
forwarded  with  the  accounts  current.  This  report  is  an  abstract 
of  the  check  ledger,  and  will  be  prepared  as  follows:  Enter  in 
the  first  column,  in  alphabetical  order,  the  names  of  all  offices 
with  which  commercial  business  has  been  done  during  the  month ; 
then  enter  opposite  the  name  of  each  office,  under  the  heading 
"This  office  checks  other  offices,"  the  total  amount  shown  by  the 
check  ledger  to  have  been  checked  against  said  office  for  "This 
line, "  and  ' '  Other  lines  "  respectively,  and  under  the  heading ' '  Other 
offices  check  this  office,"  enter  the  totals  ""This  line"  and  "Other 
lines,"  respectively,  shown  on  the  check  ledger  under  the  heading 
"This  office  receives." 

The  number  of  messages  handled  during  the  month  will  be 
shown  on  this  report  as  shown  on  the  back  of  the  form.  The 
check  will  be  made  in  duplicate,  one  copy  to  be  retained  at  the 
office  and  the  other  forwarded  with  the  accounts  current. 


RULE  75. 

Discrepancies  in  check  report ;  record  of  check  errors,  error  cards,  etc. 

The  discrepancies  found  to  exist  between  the  check  report  of 
various  offices  when  examined  by  the  officer  in  charge,  will  be 
taken  cognizance  of  and  transferred  to  the  "Record  of  check 
errors."     (See  Rule  77.) 

In  the  examination  of  the  check  report  of  the  various  offices 
wliich  check  one  another,  should  any  discrepancies  be  discovered, 
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the  office  which  appears  to  be  deficient  will  be  sent  an  error  sheet 
showing  the  discrepancy. 

Immediately  on  receipt  of  an  error  sheet  at  a  station  the  operator 
in  charge,  whether  or  not  he  was  on  dnty  at  the  station  during  the 
period  referred  to  in  snch  error  sheet,  will  at  once  forward,  by 
mail,  to  each  office  with  which  the  discrepancy  is  shown  to  exist  a 
"postal  error  card,"  Form  No.  1-27-,  on  which  will  be  entered  the 
total  amount  of  business  done  each  day  between  his  own  and  the 
disagreeing  office  during  the  month  to  which  the  error  sheet  refers. 

The  operator  receiving  an  error  card  will,  without  delay,  com- 
pare the  daily  record  of  business  shown  thereon  with  his  check 
ledger  and  enter,  on  Form  No.  126,  "Check  error  sheet," the  dates 
on  which  the  discrepancies  occur,  and  show  by  copies  of  the  mes- 
sages exchanged  on  those  days  that  the  amounts  checked  against 
the  office  on  such  dates  are  correct.  This  form,  with  copies  of  mes- 
sages and  any  other  information  necessary  to  its  explanation, 
together  with  the  error  card,  will  be  returned  to  the  office  from 
which  it  was  received,  and  the  latter  office,  after  receiving  replies 
from  all  disagreeing  offices,  will,  in  case  of  deficiencies,  and  if  he 
be  responsible  therefor,  remit  to  the  officer  in  charge  the  amount 
due,  together  with  invoices  and  receipts,  forwarding  at  the  same 
time  all  papers  relating  to  the  error  sheet  in  question. 

If  the  operator  then  in  charge  of  the  station  be  not  responsible 
for  the  deficiencies,  the  papers  will  be  forwarded  to  the  officer  in 
charge,  with  a  statement  showing  to  whom  the  errors  are  properly 
chargeable. 

If  the  oj)erator  receiving  an  error  card  finds,  on  comparing  the 
statement  of  business  shown  thereon  with  his  record,  that  he  has 
overchecked  the  office  sending  the  same,  an  acknowledgment, 
stating  particularly  how  the  overcheck  occurred  will  be  forwarded 
to  the  operator,  returning  at  the  same  time  the  error  card. 

Acknowledgment  must  be  written  on  letter  paper  and  signed 
with  the  full  name  and  official  designation  of  the  operator  in  charge 
making  said  acknowledgment;  and  if  the  overcheck  be  by  a 
transfer  office  for  "other  lines"  money,  the  manager  will  at  once 
forward  to  the  officer  in  charge  a  corrected  transfer  bill  of  "other 
lines"  against  the  United  States  for  the  month  in  which  the  error 
occurred.  No  alterations  will  be  made  in  the  error  sheet  by  oper- 
ators, but  the  discrepancies  shown  will  be  accounted  for  either  by 
satisfactory  explanations  or  remittances.  In  returning  the  error 
sheet  to  the  officer  in  charge,  the  operator  will  note  opposite  each 
station  under  the  heading  "Explained"  or  "Paid"  the  several 
amounts  covered  by  remittances  or  explanations.  Error  sheets 
will  be  returned  to  the  officer  in  charge,  with  explanations  or 
money  to  cover  the  deficits,  with  the  least  possible  delay  after  their 
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receipt.  Where  an  error  slieet  is  unduly  delayed  througii  the  neg- 
ligence of  operators  to  reply  to  error  cards,  the  fact  will  be  reported 
by  telegraph  to  the  officer  in  charge. 

RULE  76. 

Sti'temonts  submitteil  with  error  sheets  to  be  clear  and  explicit. 

Operators  in  charge  are  enjoined  to  use  the  utmost  care  to  see 
that  the  statements  submitted  with  error  sheets  in  explanation  of 
deficits  are  clear  and  explicit  and  agree  strictly  with  the  records 
of  the  office. 

RULE  77. 

Entries  of  check  errors  in  Record  of  Check  Errors. 

The  "Record  of  Check  Errors"  is  a  book  in  which  a  complete 
history  of  all  check  errors  will  be  kept  by  the  officers  in  charge. 
Check  errors  will  be  entered  in  the  "Record"  as  fast  as  the  receipt 
of  check  reports  will  allow.  (See  Rule  75.)  Immediately  upon 
the  receipt  of  moneys  on  check  errors  they  will  be  posted  in  the 
proper  cashbook.  They  will  also  be  taken  up  on  the  account 
current  of  the  officer  in  charge,  for  the  particular  class  of  tolls  to 
which  they  belong,  for  the  month  in  which  they  are  received, 
under  the  head  of  "Received  on  account  of  check  errors,"  giving 
the  month  in  which  errors  occurred  and  name  of  office. 

RULE  78. 

Sundry  receipts. 

Moneys  received  on  account  of  messages  to  be  mailed  or  delivered 
by  special  messenger  will  be  taken  up  under  the  head  of  "Sundry 
receipts"  on  the  "other  lines"  account  current,  indicating  thereon 
in  each  case  the  amount  and  the  office  at  which  the  message  is  to 
be  mailed  or  delivered.  The  receiving  office,  in  cases  of  postage, 
will  render  a  statement  known  as  "Statement  of  moneys  expended 
for  postage"  (Form  No.  120),  showing  the  amount  of  postage  paid 
on  mailed  messages  and  the  names  of  the  several  offices  ordering 
same,  and  will  take  credit  for  the  total  amount  under  the  head 
of  "Postage"  on  his  "other  lines"  account  current.  In  cases  of 
special  delivery  he  will  take  credit  on  the  same  account  current, 
under  proper  heading,  for  the  total  amount  of  payments  made  on 
account  of  each  office  ordering  special  deliveries,  giving  the  name 
of  the  office,  and  will  forward  the  receipt,  in  duplicate,  of  the 
party  performing  the  service,  as  a  voucher  for  the  expenditure. 
The  money  received  or  paid  out  for  special  delivery  will  be  debited 
or  credited,  as  the  case  may  be,  on  the  "other  lines"  account 
current. 

No  money  will  be  paid  out  for  either  postage  or  special  delivery 
without  the  special  authority,  embraced  in  the  check  of  the  mes- 
sage or  otherwise,  of  the  sending  office.     (See  Rule  54.) 


46 

RULE  79. 

Franked  envelopes. 

Franked  envelopes  will  be  used  when  official  messages  are  to  be 
mailed  to  destination.  The  use  of  franked  envelopes  for  commer- 
cial or  D.  H.  messages  is  strictly  prohibited.  The  postage  for 
commercial  or  D.  H.  messages  ordered  to  be  mailed  will,  in  every 
case,  be   prepaid  at   the  station  where  the  message  is  filed  for 

transmission. 

RULE  80. 

Checking  messages  addressed  to  points  on  "other  lines." 

Messages  addressed  to  points  on  "other  lines"  will  be  checked 
against  the  office  of  "this  line"  at  which  they  are  transferred. 

Transfer  offices  will  not  be  checked  with  the  "other  lines"  tolls 
for  messages  received  "paid"  from,  or  sent  "collect"  to,  offices  on 
"other  lines."  In  both  these  cases  the  military  line  tolls  only  will 
be  checked  against  the  transfer  office. 

RULE  81. 

Checks  not  to  l)e  changed. 

An  office  having  sent  a  collect  message  and  having  received 
a  notice  of  failure,  from  any  cause,  to  "collect,"  will  under  no 
circumstances  request  that  the  check  be  changed  (see  Rule  64), 
but  the  message  will  be  entered  upon  the  books  of  the  sending 
and  receiving  offices  precisely  as  if  the  charges  had  been  collected. 

The  operator  in  charge  of  the  receiving  office  will  take  credit  on 
his  "other  lines"  account  current  for  the  amount  of  "other  lines" 
tolls,  and  forward  therewith  an  "other  lines"  statement  of  uncol- 
lected messages,  in  duplicate,  each  copy  of  statement  accompanied 
by  a  copy  of  every  uncollectible  message  and  of  every  service  mes- 
sage pertaining  thereto,  and  will  obtain  credit  for  the  "this  line" 
tolls  by  deducting  the  amount  of  same  from  the  receipts  of  his 
office  for  the  day  on  which  the  messages  entered,  and  will  forward 
a  "this  line"  statement  of  uncollected  messages,  in  duplicate,  with 
copies  of  messages,  as  above  prescribed  for  "other  lines." 

This  method  of  obtaining  credit  for  the  amount  of  "this  line" 
tolls  will,  of  course,  show  an  apparent  discrepancy  between  the 
amount  checked  against  an  office  and  the  amount  taken  up,  but  it 
is  only  apparent,  as  the  amount  taken  up  on  account  current  added 
to  the  amount  of  uncollected  messages,  as  shown  in  statement  of 
uncollected  messages,  should,  if  all  are  correct,  exactly  balance  the 
amount  checked  against  the  office.  The  office  receiving  a  collect 
message  on  which  it  has  been  unable  to  collect  the  charges  will,  in 
order  to  be  allowed  credit  therefor,  show  that  the  sending  office 
was  duly  notified  by  telegraph  that  the  message  was  uncollectible. 
The  transmitting  office  will  then  collect  the  charges  from  the 
sender,  and  if  the  message  be  one  to  an  office  upon  the  military 
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line,  tlie  amount  of  "this  line"  tolls  will  be  taken  up  on  "this  line" 
accounts  current  under  the  heading  "Received  for  guaranteed 
messages,"  accompanied  by  duplicate  statements  of  guaranteed 
messages,  with  each  copy  of  which  will  be  furnished  copies  of  all 
guaranteed  and  oflSce  messages  pertaining  thereto. 

If  the  message  be  one  sent  to  a  point  upon  a  commercial  tele- 
graph line,  the  combined  amount  of  "this  line"  and  "other  lines" 
tolls  will  be  taken  up  on  the  "other  lines"  account  current  under 
the  heading  "Sundry  receipts,"  accompanied  by  statements,  etc., 
as  directed  for  the  "this  line"  account  current.  The  "this  line" 
guaranteed  tolls  are  taken  up  on  the  "other  lines"  account  current 
to  avoid  taking  up  the  same  amount  of  "this  line"  tolls  guaran- 
anteed  and  uncollectible  on  the  same  message  twice  uj^on  the 
"this  line"  account  current  and  covering  it  into  the  United  States 
Treasury  at  the  expense  of  "other  lines." 

RULE  82. 

General  instructions  for  transfer  offices  alone. 

At  transfer  offices,  and  at  transfer  offices  only,  the  following 
directions  will  govern.     (All  of  Rule  82.) 

The  statements  of  guaranteed  and  uncollected  messages  made  to 
accompany  the  account  current  will  include  only  the  local  guaran- 
teed and  uncollectible  messages.  Transfer  statements  of  guar- 
anteed messages,  and  transfer  statements  of  uncollected  messages, 
will  accompany  the  accounts  current  in  duplicate  for  months 
during  which  said  messages  have  been  handled,  each  copy  of 
statement  to  have  attached  a  copy  of  every  message  and  service 
message  pertaining  thereto.  The  transfer  statements  of  guaran- 
teed messages  will  include  all  transfer  messages  which  should  be 
accounted  for  as  guaranteed  at  points  on  "this  line."  The  trans- 
fer statements  of  uncollectible  messages  will  include  all  transfer 
messages  returned  as  uncollectible  at  points  on  "this  line."  The 
total  amount  of  the  last-named  statement  will  be  taken  up  on  the 
accounts  current  "this  line"  and  "other  lines,"  respectively,  at 
the  transfer  office  under  "  Sundry  receipts  refunded  from  other 
lines,"  and  on  the  other  side  of  the  same  account  current  credit 
will  be  taken  in  one  item  for  the  total  amount  of  the  bill  of  "this 
line"  against  the  "other  line."  This  bill  will  be  itemized  as 
follows : 

Amount  due  on  regular  transfers. 
Amount  due  on  uncollectible  messages. 
Amount  due  for  special  delivery. 
Amount  due  for  postage. 

The  amounts  due  from  the  "other  lines"  for  special  delivery 
and  postage  will  be  taken  up  under  "Sundry  receipts"  with  the 
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local  receipts  under  those  lieacls,  as  iDrescribed  for  offices  not  trans- 
fer offices,  a  corresponding  credit  being  obtained  on  the  other  side 
of  the  account  current  by  the  amount  due  from  "other  lines,"  as 
per  bill.  The  bill  of  the  "other  lines"  against  "this  line"  should 
be  itemized  as  described  in  the  preceding  paragraj)h  of  this  rule. 
Payments  of  amounts  due  "other  lines"  will  not  be  made  to  mana- 
gers of  transfer  offices ;  but  the  bill,  signed  by  the  manager  and 
certified  to  by  the  military  operator  in  charge,  will  be  forwarded 
to  the  Chief  Signal  Officer  of  the  Army  or  to  the  officer  in  charge, 
as  the  case  may  be,  with  the  accounts  current.  Whenever  it 
becomes  necessary  for  an  operator  at  a  transfer  office  to  forward 
a  bill  against  a  commercial  company,  in  lieu  of  cash,  to  balance 
his  account,  said  operator  will  treat  such  bill  (so  far  as  invoices 
and  receipts  are  concerned)  as  if  it  were  "cash."  Thus,  where  the 
remittance  consists  partly  of  a  bill  against  a  commercial  company, 
two  sets  of  invoices  and  receipts  will  be  made  out,  one  set  covering 
the  actual  cash  and  the  other  set  covering  the  bill.  In  case  there 
be  more  than  one  bill,  separate  invoices  and  receipts  should  be 
made  for  each  bill. 

The  letter  of  transmittal  will  fully  describe  the  inclosures,  and 
the  bills  should  accompany. 

The  officer  in  charge  will  take  up  the  cash  remittance  on  his 
account  current  for  the  month  in  which  he  received  it,  returning 
to  the  operator  the  receipts  therefor,  properly  signed,  and  after 
collecting  the  amount  of  the  bill  from  the  commercial  company  he 
will  then  take  up  the  amount  of  said  bill  on  his  account  current 
and  return  to  the  operator  the  corresponding  receipts,  which  will 
bear  even  date  with  the  date  of  collection. 

Invoices  for  both  the  cash  remittance  and  the  bill  (which,  when 
collected,  become  "cash")  will  be  used  by  the  officer  in  support 
of  the  entries  on  his  account  current. 

In  settling  with  the  telegraph  companies  for  amounts  due 
"other  lines"  receipted  bills  of  " this  line "  against  "other  lines" 
will  be  transmitted  to  the  Treasurer  as  so  much  cash. 

RULE  83. 

Preparation  of  monthly  station  accounts  current. 

On  the  first  day  of  each  month  each  operator  in  charge  will 
prepare  an  account  current  for  the  preceding  month  in  triplicate. 
Form  No.  103 ;  one  copy  to  be  retained,  the  other  two  forwarded 
to  the  officer  in  charge,  debiting  thereon  only  the  moneys  actually 
received  by  him  during  the  month  belonging  to  "this  line."  On 
this  account  current  no  credits  whatever  will  be  taken  excej)t  for 
cash  remittances  to  the  officer  in  charge.  The  total  of  such  remit- 
tances must  balance  the  total  "this  line"  receipts  for  the  month. 
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Another  set  of  accounts  current  will  be  prepared  in  triplicate, 
Form  ISTo.  104;  one  copy  to  be  retained,  the  other  two  forwarded 
to  the  officer  in  charge,  debiting  thereon,  in  the  proper  columns, 
"other  lines"  tolls  and  all  sundry  receipts.  Credit  will  be  taken 
on  this  account  current  for  authorized  expenditures,  such  as  post- 
age, special  deliveries,  and  "other  lines"  tolls  on  uncollected 
messages. 

Both  "this  line"  and  "other  lines"  station  accounts  current, 
complete  as  to  vouchers  and  in  all  other  respects,  together  with 
all  other  telegraph  (messages)  reports  for  the  month,  will  be  for- 
warded in  one  package  with  a  letter  of  transmittal  as  soon  as 
practicable  after  the  end  of  the  month,  and  certainly  not  later 
than  the  fifth  day  of  the  succeeding  month. 

The  accounts  current  of  an  officer  in  charge  will  be  forwarded  to 
the  Chief  Signal  Officer  of  the  Army  not  later  than  the  tenth  day 
of  the  month  succeeding  the  one  to  which  the  accounts  pertain, 
and  on  them  he  will  report  only  the  moneys  actually  received  by 
him  during  the  month  on  either  account  current.  "This  line" 
account  current.  Form  No.  101,  is  forwarded  in  duplicate;  of 
"other  lines"  account  current.  Form  No.  102,  a  single  copy  only 
is  required. 

RULE  84. 

Ac-counts  current  of  officers  in  charge  to  be  furuished  to  department  signal  officers  and  to  the  Chief  Signal 

Officer  of  the  Army. 

Officers  in  charge  of  divisions  of  military  telegraph  lines  in 
the  United  States  and  Alaska  who,  under  existing  orders,  render 
accounts  current  of  telegraphic  receipts  to  the  Chief  Signal  Officer 
of  the  Army,  will  hereafter  furnish  to  the  Signal  Officer  of  the 
department  in  which  the  lines  may  be  located,  or  to  other  officers 
Si^ecially  designated  to  have  general  charge  of  these  lines,  a  coj)y 
of  their  monthly  account  current  without  vouchers.  This  copy 
will  be  forwarded  at  the  same  time  as  the  copies  sent  to  the  Chief 
Signal  Officer  of  the  Army.  The  signal  officer  to  whom  the 
copies  of  the  monthly  account  current  are  forwarded  will  keep  in 
his  office  a  ledger  account  showing  the  amount  received  each  month 
by  each  officer,  the  amount  transmitted  or  deposited,  the  amount 
remaining  on  hand,  and  such  other  details  as  may  be  considered 
necessary.  It  will  be  a  jjart  of  the  duties  of  the  department  signal 
officer,  or  other  designated  officer,  to  see  that  the  officers  and  non- 
commissioned officers  responsible  for  telegraph  receipts  deposit  or 
transfer  these  receipts  j)romi)tly.  In  case  of  delays  proper  instruc- 
tions should  be  issued  to  correct  such  omissions  and  prevent  their 
recurrence.  Accounts  current  relating  to  the  Philippine  telegraph 
system  will  be  forwarded  to  and  adjusted  in  Manila  in  such  manner 
as  the  signal  officer  of  the  division  may  direct.     He  will,  however, 
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forward  to  the  Chief  Signal  Officer  of  the  Army  an  abstract  show- 
ing the  total  amounts  received,  transferred,  deposited,  etc.,  for 
each  month,  the  above  abstract  to  be  forwarded  as  soon  as  the 
accounts  for  all  stations  have  been  examined  and  adjusted, 

RULE  80. 

Officers  in  charge  to  keep  two  separate  cashbooks. 

Every  officer  in  charge  of  a  division  of  a  militarj^  telegraph  line 
will  keep  two  distinct  cashbooks,  one  for  "this  line"  and  one  for 
"other  lines"  receijjts,  in  which  will  be  kept  a  detailed  record  of 
all  moneys,  item  by  item,  received  or  disbursed  by  him.  The 
books  will  be  balanced  at  the  end  of  each  calendar  montli  (or 
more  frequently  if  necessary)  to  exhibit  the  precise  condition  of 
his  money  responsibility. 

RULE  86. 

Kemittances  ami  post-office  iiionej'  ordei-s ;  when  to  be  used,  etc. 

Where  post-office  money  orders  can  be  obtained,  remittances 
will  be  made  to  the  officer  in  charge  whenever,  during  the 
month,  the  total  amount  on  hand  of  both  "this  line"  and  "other 
lines"  funds  reaches  the  sum  of  $50,  and  at  the  close  of  the 
month.  The  cost  of  the  money  orders  will  be  reimbursed  to  oper- 
ator, upon  proper  vouchers,  from  this  office,  preferably  when  it 
aggregates  one  dollar  or  more.  In  no  case  will  oi)erators  fail  to 
forward  vouchers  for  such  reimbursements. 

Where  post-office  money  orders  can  not  be  obtained,  remittances 
will  be  made  by  registered  mail  whenever  the  total  amount  of 
funds  on  hand  reaches  $20,  and  at  the  close  of  the  month.  Accom- 
panying each  remittance  will  be  sent  duplicate  invoices  and  receipts 
upon  the  prescribed  forms,  No.  121  or  No.  122,  separately,  for 
"this"  and  "other"  line  funds.     (See  Rules  92  and  110.) 

The  duplicate  receipts  will  be  signed  by  the  officer  to  whom  the 
money  is  sent,  who  will  at  once  return  both  copies  to  the  operator 
in  charge  remitting  the  money.  The  operator  in  charge  will  then 
file  one  copy  with  the  retained  account  current  on  which  the 
remittance  is  credited,  and  promptly  forward  the  other  coi:)y  direct 
to  the  Chief  Signal  Officer  of  the  Army  for  file  Avitli  the  correspond- 
ing station  account  current  received  throiigh  the  officer  in  charge. 

The  officer  will  jDreserve  the  duplicate  invoices,  attaching  one 
copy  to  his  retained  account  current  and  the  other  to  his  account 
current  which  goes  forward  to  the  Chief  Signal  Officer  of  the 
Army.  The  above  rule  applies  to  both  "this  line"  and  "other 
lines"  invoices,  recei]3ts,  and  accounts  current. 

RULE  87. 

statement  ot  remittances  by  operator  in  charge. 

On  the  first  day  of  each  month  each  operator  in  charge  will,  on 
Form  No.  132,  report  every  remittance  of  funds  made  to  the  officer 
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in  charg-e  since  the  first  day  of  the  preceding  month.  The  state- 
ments shoukl  agree  with  the  credits  for  remittances  on  the  corre- 
sponding accounts  current,  and  must  be  made  out  strictly  in 
accordance  with  the  printed  instructions  on  the  back  of  the  form. 
These  statements  must  be  mailed  direct  to  the  Chief  Signal  Officer 
of  the  Army  on  the  first  day  of  each  month. 

RULE  88. 

Dispo.sition  of  "  tliis  line  "  tulls. 

All  moneys  received  as  "this  line"  tolls  on  the  United  States 
military  telegraph  lines  will  be  deposited  by  the  officer  in  charge  in 
some  designated  depository  for  public  funds,  and  when  necessary 
will  be  sent  to  such  depository  by  post-office  money  order. 

RULE  89. 

Disposition  of  "  other  liiR's  "  tolls. 

All  moneys  received  by  officers  in  charge  on  account  of  "other 
lines"  tolls  will,  whenever  the  sum  on  hand  amounts  to  8100,  be 
turned  over  to  the  commercial  company  on  whose  account  it  was 
received  and  receipt  taken  therefor.  Each  sum  turned  over  will 
be  credited  to  the  month  or  months  to  which  it  belongs,  and  after 
an  adjustment  of  the  accounts  between  a  commercial  company  and 
the  United  States  any  balance  found  due  said  company  will  be 
turned  over  and  receipt  taken  therefor  on  Form  No.  118. 

The  vouchers  for  any  one  month  will  be  forwarded  with  the 
"other  lines"  accounts  current  of  the  officer  in  charge  for  that 
month,  and  the  aggregate  of  them  should  cover  the  total  amount 
received  as  shown  by  said  accounts  current. 

RULE  90. 

Ledger  of  accounts  with  commercial  lines. 

Each  officer  in  charge  will  open  in  a  ledger  (an  ordinary  blank 
book)  an  account  with  each  commercial  company,  crediting  such 
company  with  all  amounts  received  on  its  account,  and  debiting  it 
with  each  remittance.     The  ledger  should  be  balanced  each  month. 

RULE  91. 

Manner  of  making  remittances  to  "  other  lines." 

In  making  remittances  to  telegraph  companies  the  money  will 
be  securely  done  up  and  sent  by  registered  mail,  but  it  must  be 
expressly  understood  that  the  United  States  in  no  way  holds  itself 
responsible  for  any  losses  occurring,  either  through  the  infidelity 
of  any  of  its  employees  or  for  losses  in  transit  to  the  commercial 
companies.  These  are  risks  which  the  commercial  companies 
must  assume  in  their  dealings  with  the  United  States,  but  every 
precaution  must  be  taken  to  guard  against  any  such  losses,  and 
the  same  care  will  be  exacted  in  handling  "other  lines"  tolls  as  is 
required  in  case  of  moneys  belonging  to  the  United  States. 
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RULE  92. 

Accounts  current  to  be  sent  to  the  Chief  Signal  Officer  of  the  Army. 

The  accounts  of  each  station,  as  well  as  of  officers  in  charge, 
will  be  sent,  when  received  at  the  office  of  the  Chief  Signal 
Officer  of  the  Army,  direct  to  the  examining  officer.  The  accounts 
current  for  "other  lines"  receipts  will  be  filed  in  the  office  of 
the  Chief  Signal  Officer  of  the  Army,  and  will  not  be  forwarded 
to  the  Treasury  Department.  Those  for  "this  line"  receipts  will 
be  forwarded  to  the  Treasury  Department  for  final  settlement. 
(See  Rules  86  and  110.) 

MONTHLY  AXD  ASTNUAL,  REPORTS. 

RULE  93. 

Monthly  reports  of  operator  in  charge  and  officer  in  charge.     Report  of  messages,  etc. 

At  the  close  of  business  each  day  operators  in  charge  will  enter 
on  Form  No.  134,  the  data  as  to  the  number  and  value  of  messages 
sent  during  the  day,  which  is  given  upon  Form  No.  123.  On  the 
last  day  of  the  month,  after  adding  the  figures  in  the  several  col- 
umns upon  Form  No.  134,  so  as  to  show  the  total  amount  of 
business  done  during  the  month,  operators  will  mail  this  form  to 
the  officer  in  charge. 

Officers  in  charge  will  monthly  consolidate  the  reports  received 
upon  Form  No.  134,  so  as  to  show  for  each  section  of  the  lines  in 
their  charge  the  total  amount  of  business  done  during  the  month. 
They  will  forward  this  consolidated  report  to  the  department  sig- 
nal officer,  or  other  officer  under  whom  they  may  be  serving,  as 
an  inclosure  to  their  monthly  report.  A  similar  report  will  be 
made  by  each  chief  operator  of  a  detached  section. 

Officers  in  charge  will,  not  later  than  the  tenth  of  each  month, 
make  to  the  department  signal  officer,  or  other  officer  under  whom 
they  may  be  serving,  a  concise  report  on  tlie  conditions  and  opera- 
tion of  the  telegraph  line  and  offices  under  their  charge  during 
the  preceding  month. 

This  rejjort  will  state  what  general  repairs  or  changes  were 
made  on  each  section  during  the  month  and  what  is  necessary  to 
bring  the  line  up  to  the  standard  of  efficiency.  It  should  show 
the  quantities  and  location  of  surj^lus  line  material.  The  total 
number  of  days  and  hours  during  which  the  line  was  down  will 
be  reported. 

The  number  and  kind  of  battery  cells  in  the  main  battery  in 
actual  use  at  each  station  will  be  stated,  and  the  number  and  kind 
of  serviceable  cells  kept  in  reserve. 

RULE  94. 

Monthly  returns  uf  civilian  employees. 

Monthly  returns,  in  duplicate,  of  civilian  employees  will  be  made 
by  each  officer  in  charge,  and  each  chief  operator  in  charge  of  a 
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detached  section,  to  the  department  signal  officer.  One  of  these 
copies  will  be  retained  by  him  and  the  other  forwarded  to  the  Chief 
Signal  Officer  of  the  Army. 

RULE  95. 

Blontlily  reports  of  department  signal  officers. 

Each  department  signal  officer  will  make,  monthly,  to  the  Chief 
Signal  Officer  of  the  Army,  a  report  which  shall  include  the 
information  given  in  the  reports  of  officers  in  charge  and  chief 
ojDerators,  together  with  such  other  information  relative  to  lines 
in  the  department  as  may  be  of  interest  and  value. 

RULE  96. 

Yearly  reports  of  otticer.s  in  charge,  ojierators  in  charge,  and  department  signal  officers. 

On  the  first  day  of  July  of  each  year,  or  within  ten  days  there- 
after, each  officer  in  charge  and  each  chief  operator  in  charge  of  a 
detached  section  will  render  to  the  department  signal  officer  a  full 
yearly  report  upon  the  operations  of  the  year.  Each  department 
signal  officer  will  likewise  render  to  the  Chief  Signal  Officer  of 
the  Army  a  similar  report  upon  all  lines  within  his  department, 
attaching  thereto  the  reports  of  the  officers  in  charge  as  appendices. 

RULE  97. 

Serial  orders. 

Official  copies  of  all  serial  orders  issued  by  officers  in  charge  must 
be  forwarded  to  the  Chief  Signal  Officer  of  the  Army  and  to  the 
department  signal  officer,  for  their  information,  on  the  date  of  issue. 
Similarly,  department  signal  officers  Avill  forward  to  the  Chief 
Signal  Officer  of  the  Army  official  copies  of  all  orders  issued  by 
them. 

RULES   APPLICABLE   DURING   ^VAR. 

RULE  98. 

Active  military  operations. 

The  following  instructions,  subject  to  modification  by  orders  of 
the  commanding  general  of  an  army  in  the  field,  will  be  strictly 
followed  in  the  transmission  of  dispatches  over  military  telegraph 
lines,  or  lines  nnder  military  control,  during  active  military 
operations: 

(a)  Dispatches  containing  matter  deemed  to  be  injurious  to  the 
interests  of  the  Army  must  be  submitted  to  the  commanding  gen- 
eral of  the  army  in  the  field  for  his  orders  relative  to  their 
transmission. 

(6)  Officers  and  soldiers  or  civilian  employees  are  strictly  pro- 
hibited from  communicating,  except  to  commanding  officers  or 
under  special  authorization  from  proper  military  authority,  infor- 
mation by  telegraph  or  otherwise  relative  to  numbers,  movement,  or 
operation  of  troops,  or  details  regarding  fortifications,  armaments, 
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or  experiments  made  in  connection  with,  military  matters.  Neither 
shall  they  be  permitted  to  file  dispatches  containing  opinions  on 
military  operations  or  other  military  matters  relating  to  an}^  part 
of  the  army  or  command  with  which  they  are  serving. 

(c)  The  nse  of  any  cipher  is  forbidden  e.xcex3t  in  commnnications 
to  and  from  commanding  officers  and  their  superiors,  or  in  cases 
of  civic  officers  specially  authorized.  Personal  and  press  codes, 
however,  may  be  utilized  for  the  economical  transmission  of  dis- 
patches upon  filing  a  copy  of  the  code  with  the  central  office,  and 
under  such  other  regulations  as  may  be  formulated  by  the  general 
commanding  an  army  in  the  field. 

(d)  The  chief  signal  officer  of  an  army  operating  in  the  field,  or 
of  a  district  under  military  control,  will  formulate  necessary 
regulations  for  the  management  and  operations  of  military  tele- 
graph lines  under  his  control.  General  rules  should  be  reduced 
to  writing,  be  clearly  defined,  and  impartially  enforced, 

(e)  Personal  and  press  messages  may,  under  conditions  not  inter- 
fering Avith  military  business,  be  transmitted  free  over  field  mili- 
tary telegraph  lines  that  are  closed  to  the  general  public. 

(/')  Press  messages  relating  to  military  operations  will  be 
received  and  transmitted  over  the  flying  telegraph  lines  when  filed 
by  a  correspondent  in  the  field  who  is  furnished  with  a  written 
permit  to  serve  in  such  capacity. 

(g)  Press  messages  when  filed  on  military  flying  telegraph  lines 
will  be  transmitted  in  the  order  of  filing,  but  no  correspondent 
will  be  allowed  to  monopolize  the  line.  AVhen  special  circum- 
stances demand  special  regulations  will  be  formulated,  subject  to 
the  approval  of  the  general  commanding  the  army  in  the  field,  to 
prevent  monopolization. 

(//)  Signal  officers  should  afford  press  correspondents  in  the  field 
the  fullest  telegraphic  facilities  consistent  with  the  public  interest. 

(i)  Unvarying  courtesy  and  strict  imi^artiality,  indispensable 
qualities  for  successful  dealings  with  nonmilitary  officials  or  indi- 
viduals, are  strictly  enjoined  on  officers  and  men  of  the  Signal 
Corps.     (See  par.  3.) 

PERSONNEL,. 

RULE  99. 

r'onditions  iimler  which  enlisted  men  are  assigned  and  civilian  cniiiloyees  appointed.     Losses  of  money,  etc. 

The  assignment  of  enlisted  men  or  the  appointment  of  civilians 
as  operators  in  charge  of  United  States  military  telegraph  stations 
will  be  made  only  after  the  most  careful  scrutiny  and  satisfactory 
examination  of  their  references  as  to  probity,  previous  record, 
employment,  and  reliability.  Credit  for  losses  of  money  incurred 
through  neglect  of  the  precautions  enjoined  will  not  be  given  by 
the  Chief  Signal  Officer  of  the  Army  in  the  settlement  of  the 
accounts  of  officers  in  charge. 
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RULE  100. 

Final  settlement. 

Final  settloment  will  not  be  made  with  an  employee  when  dis- 
charged until  an  opportunity  has  been  afforded  for  an  examina- 
tion of  his  accounts  and  the  officer  in  cliarge  is  satisfied  that  he 
is  not  indebted  to  the  United  States  because  of  check  errors  or  on 
other  account. 

RULE  101. 

Report  of  signal  otficer  in  conimaud  of  a  iletaclinu'iit. 

A  signal  officer  in  command  of  a  detachment  of  the  Signal  Corps 
will  render  at  the  end  of  each  month  a  report  thereof  to  his  imme- 
diate commanding  officer,  giving  the  names  of  all  Signal  Corj^s 
men  under  his  command  during  the  month  and  all  data  necessary 
to  complete  individual  records.  When  muster  rolls  of  Signal 
Corps  men  are  rendered  to  the  Adjutant  General  of  the  Army  a 
copy  will  also  be  sent  to  the  Chief  Signal  Officer  of  the  Army  for 
the  information  of  his  office. 

RULE  102. 

Death  or  discharge  of  Signal  Corps  men. 

Whenever  an  enlisted  man  of  the  Signal  Corps  dies,  or  is  dis- 
charged by  any  signal  officer,  the  commanding  officer  will  imme- 
diately inform  the  Chief  Signal  Officer  of  the  Army  by  telegraph. 
In  case  of  discharge  he  will  add  whether  discharge  certificate  and 
final  statement  have  been  furnished  the  soldier.  In  the  Philippine 
Islands  this  information  will  be  communicated  by  letter  to  the 
signal  officer,  Department  of  California,  at  San  Francisco,  who 
will  telegraph  it  to  this  office. 

RULE  103. 

When  sick  or  on  fiirlongh;  post-ollice  address,  etc. 

Whenever  enlisted  men  of  the  Signal  Corps  are  returned  to  the 
United  States  by  virtue  of  a  furlough,  sickness,  etc.,  this  office 
should  be  notified  at  once,  in  writing,  and  the  descriptive  list  and 
record  card  of  such  soldier  forwarded  to  the  Chief  Signal  Officer 
of  the  Army.  The  soldier  should  also  be  directed  to  report  his 
post-office  address  to  this  office,  in  order  that  he  may  be  commu- 
nicated with  if  necessary. 

RULE  104. 

Reiiorts  of  enlisted  men  of  the  Signal  Corps  stationed  at  points  away  from  military  posts. 

Enlisted  men  of  the  Signal  Corps  stationed  at  points  away  from 
military  posts,  who  receive  quarters  and  fuel  in  kind  from  the 
Quartermaster's  Department,  will  report  on  the  twenty-fifth  day 
of  each  month  to  the  chief  quartermaster  of  the  military  depart- 
ment in  which  they  are  stationed,  the  location  of  the  quarters  they 
occupy,  with  the  name  of  the  person  from  whom  rented,  and  the 
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amount  and  kind  of  fuel  furnished,  with  the  name  of  the  person 
from  whom  received,  for  that  month. 

RULE  105. 

Personal  lepoits  of  enlisted  men. 

Enlisted  men  of  the  Signal  Corps  not  under  the  personal  com- 
mand of  a  signal  officer  will  render  to  the  Chief  Signal  Officer  of 
the  Army,  on  the  last  day  of  each  month,  a  personal  report  (Form 
No.  21"2)  showing  the  nature  of  the  duty  upon  which  they  have 
been  engaged  during  the  month,  their  station,  and  post-office 
address. 

When  serving  with  troops,  personal  reports  will  be  sent  through 
the  commanding  officer;  when  serving  at  isolated  stations  they 
will  be  sent  through  the  officer  in  charge. 

Enlisted  men  of  the  Signal  Corps  on  furlough,  at  the  end  of  the 
month,  will  send  their  personal  reports  direct  to  the  Chief  Signal 
Officer  of  the  Army.  When  sick  in  a  hospital,  such  reports  will 
be  sent  through  the  surgeon  in  charge. 

CARE  OF  BATTERIES,  IKSTRUMENTS,  ETC. 

RULE  106. 

Care  of  batteries;  weekly  esaininatiou  to  be  made  liy  operator  in  charge. 

The  operator  in  charge  of  an  office  where  the  main  batteries  are 
located  will  be  held  strictly  resjionsible  for  the  good  condition  of 
these  batteries  at  all  times.  Callaud  batteries  will  never  be  wholly 
taken  down,  but  will  be  cleaned  and  renewed  by  sections.  The 
cleaning  and  renewing  of  batteries  will  always  be  timed  so  as  not 
to  interrupt  communication  or  in  any  way  interfere  with  the 
efficiency  of  the  lines.  Chief  operators  will  see  that  this  para- 
graph is  strictly  complied  with,  and  to  that  end  will  give  fully  the 
necessary  instructions. 

The  operator  in  charge  will  examine  j^ersonally,  each  Saturday, 
the  batteries  in  use  and  cause  the  cells  to  be  carefully  wiped  off 
with  a  moist  cloth.  Should  any  cell  be  found  to  leak  or  to  be 
otherwise  defective,  it  will  be  at  once  removed  and  repaired  or 
replaced.  The  binding  screws  and  the  ends  of  the  small  connect- 
ing wires  in  batteries  will  be  kept  scrupulously  clean,  to  insure 
good  connections,  and  the  cells  kept  at  least  one  inch  apart,  to 
prevent  contact.  The  cells  should  rest  on  a  painted,  dry,  wooden 
base  to  insulate  them  from  each  other  and  from  the  earth,  and 
care  be  taken  to  prevent  any  escape  of  liquid  by  which  a  connec- 
tion might  be  formed  between  the  jars. 

No  battery  will  be  permitted  to  freeze,  for  while  frozen  the  cur- 
rent is  very  much  impaired  or  altogether  suspended.  Heat  being 
a  promoter  of  chemical  action,  a  battery  while  warm  works  most 
vigorously.     In  a  very  warm  climate,  however,  it  should  be  kept 


in  a  cool  place  to  reduce  evaporation  and  unnecessary  waste  of 
material. 

Fresh  water  will  be  added  as  often  as  necessary  to  keep  the 
zincs  in  Callaud  cells  completely  immersed  at  all  times,  and  blue 
vitriol  should  be  dropped  into  the  jar  as  it  is  consumed,  care 
being  taken  that  it  goes  to  the  bottom.  The  blue  color  will  be 
kept  as  high  as  the  top  of  the  copper,  but  must  never  reach  the 
zinc.  When  the  quantity  of  sulphate  of  zinc  in  solution  becomes 
too  great,  a  portion  of  the  top  of  the  liquid  will  be  drawn  with 
a  syringe  and  replaced  with  clear  water.  A  hydrometer  is  con- 
venient to  test  the  strength  of  this  solution.  When  the  specific 
gravity  is  less  than  15  degrees  there  is  too  little  sulphate  of  zinc; 
when  it  is  30  degrees  or  over  there  is  too  much  in  solution,  and  it 
will  be  diluted.  When  the  zincs  become  coated  so  as  to  interfere 
with  the  action  of  the  battery  they  will  be  taken  out,  scraped 
clean,  and  washed.  A  zinc  should  last  at  least  two  months.  A 
main-line  battery  should  not  consume  more  than  one  and  one-half 
pounds  of  sulphate  of  copper  per  month  per  cell,  and  a  local  not 
more  than  two  pounds  per  month. 

RULE  107. 

Magnet  bars  on  relays  and  sounders,  ami  wire  connections  underneath,  to  bi>  examined. 

The  inside  of  magnet  bars  on  relays  and  the  underside  of  same 
on  sounders,  as  well  as  the  ends  of  iron  magnet  cores,  should  be 
examined  frequently  and  the  rust  which  forms  removed ;  also  the 
fine  wire  connections  under  relays  and  sounders  should  be  scraj^ed 
clean  several  times  during  the  year,  as  these  fine  wire  connections 
corrode  very  fast  and  prevent  good  working  of  the  line  on  account 
of  increased  resistance. 

RULE  108. 

Switch  boards. 

Switch  boards  should  be  watched  very  closely  in  moist  climates, 
as  the  copper  strips  that  connect  on  the  back  of  the  board  corrode, 
and  this  corrosion  forms  a  mineral  solution  by  the  chemical  action 
of  the  air,  which  impregnates  the  woodwork  and  is  deposited 
therein  as  metallic  copper,  which  causes  more  or  less  of  a  cross 
between  the  strips.  Cases  have  occurred  where  the  efficiency  of 
the  line  was  badly  impaired  from  this  cause.  When  such  cases  in 
switch  boards  appear  it  should  be  reported  to  the  officer  in  charge 
for  replacement  or  repair  as  the  case  may  require. 

RULE  109. 

Lightning  arresters. 

The  lightning  arresters  should  be  kept  clean  and  free  from  dirt 
or  moisture  and  will  invariably  be  taken  apart  and  examined  after 
a  thunderstorm.     (See  Rules  48,  49,  and  111.) 
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MISCELIiANEOTTS, 

RULE  110. 

Kemittances  for  comnmtatioii  of  nitions  may  be  iiiatle  in  checks.     Linen-lined  envelopes  for  use  in  remit- 
tance of  coin. 

Remittances  may  be  made  in  checks  for  -pay  or  commutation  of 
rations.  When  these  are  used  they  must  be  indorsed  to  the  order 
of  the  ofQcer  to  whom  sent,  as  follows :  "Pay  to  the  order  of  (name 
of  officer) ;"  signature.  The  signature  will  correspond  in  every 
respect  to  the  name  as  it  appears  on  the  face  of  the  check. 

All  remittances  of  currency  or  coin  will  be  made  by  registered 
mail.  A  supply  of  stamps  for  registering  purposes  will  be  fur- 
nished by  the  Chief  Signal  Officer  of  the  Army  upon  application 
therefor.  These  stamps  will  be  invoiced,  taken  up,  and  accounted 
for  on  i^roperty  returns,  and  will  not  be  used  for  any  other  pur- 
pose than  that  provided  for  in  this  paragraph. 

When  remittances  are  made  in  coin  or  currency  special  care  will 
be  taken  to  wrap  the  coin  or  currency  compactly,  and  then  inclose 
the  same  in  a  perfectly  secure  manner.  Tf  envelopes  are  used,  care 
will  be  taken  that  they  are  well  gummed,  securely  fastened,  and 
are  sufficiently  stout,  so  that  they  will  not  be  injured  in  transmis- 
sion. Linen-lined  envelopes  for  this  purpose  will  be  furnished 
upon  application.     (See  Rule  80.) 

RULE  111. 

Instruments  ordiuarily  required. 

For  each  office  on  a  line  there  is  required  ordinarily  a  relay, 
sounder,  key,  and  plug  switch  with  cut-out,  ground  switch,  and 
lightning  arrester  combined.     (See  Rules  48,  49,  and  109.) 

Offices  in  which  more  circuits  than  one  terminate  will  be 
equipped  with  automatic  repeaters,  in  order  that  the  whole  line 
may  be  worked  as  one,  or  disconnected  and  used  in  separate  i^arts. 
Description  of  telegraphic  instruments  in  use  by  the  Signal  Corps 
may  be  found  in  Manual  No.  3,  "Electrical  Instruments  and  Equip- 
ments of  the  Signal  Corps." 

RULE  112. 

Ground  wires. 

At  the  termini  of  lines  or  circuits,  good  ground  connections  are 
absolutely  necessary,  and  may  be  prepared  by  burying  a  copper 
plate  two  or  three  feet  square,  edge  down,  in  moist  earth  beneath 
the  reach  of  frost,  or  by  utilizing  gas  or  water  pipe  to  which  a  stout 
copper  wire  is  securely  soldered.  At  way  offices  a  sufficiently 
good  ground  wire  may  be  made  by  burying  the  coiled  end  of  a 
stout  copper  wire  three  or  four  feet  deep  in  moist  earth. 
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RULE  113. 

Manner  nf  .sijj;niiis  rtrciiiis  fm-  money. 

Receipts  for  the  payment  of  money  will  be  signed  under  tlie  hands 
of  the  person  or  firm  to  whom  money  is  dne  and  was  paid.  The  aflix 
"  per"  or  "by  "  or  the  initials  of  a  name  to  the  signature  of  a  receipt 
renders  it  inadmissible.  If  the  receipts  are  signed  by  mark,  the 
signature  will  be  witnessed  by  two  persons,  neither  of  whom  shall 
be  the  person  in  whose  favor  the  receipt  is  given.  In  case  of  money 
paid  to  a  corporation  or  company,  the  receipt  will  be  signed  under 
the  hand  of  the  treasurer,  and  to  his  signature  will  be  added  his 
title. 

RULE  114. 

Seci'i'cy  (if  mossagos  and  reoonl-;. 

All  telegraphic  dispatches  transmitted  over  the  wires  will  be 
regarded  as  in  the  care  and  trust  of  the  Government,  and  will  not 
be  revealed  without  proper  authority;  enlisted  men  and  employees 
are  therefore  prohibited  from  giving  any  unauthorized  informa- 
tion to  any  person  concerning  any  dispatches  sent  from  or  received 
at  any  station  upon  the  military  lines.  They  will  not  permit  any 
examination  to  be  made  of  the  records  or  message  files  in  their 
charge  except  by  duly  authorized  inspecting  officers,  by  persons 
having  authority  from  the  Cliief  Signal  Officer  of  the  Army,  or  by 
the  officer  in  charge  of  the  line  in  person.     (See  Rules  50  and  121.) 

Information  concerning  any  military  messages  passed  or  de- 
signed to  pass  over  the  wires  will  in  no  case  be  given  to  persons 
not  clearly  entitled  to  receive  it,  nor  will  operators  give  copies  of 
such  messages  or  written  statements  relating  thereto  without 
proper  authority,  except  in  cases  where  hostilities  are  in  progress 
and  the  information  is  sought  by  officers  in  command  of  detach- 
ments in  active  service  or  by  the  commanding  officer  of  the  divis- 
ion, department  or  district  affected. 

RULE  115. 

Supplies  not  to  be  pui-cluised  by  operators  and  civil  employees. 

Operators  and  civil  employees  are  prohibited  from  purchasing 
stationery  and  other  ordinary  supplies  on  public  account,  except 
when  s^Decially  authorized.  All  such  articles  will  be  furnished  on 
proper  requisition.     (See  j)ar.  IG.) 

RULE  116. 

Requisition.*. 

All  instruments,  relays,  keys,  switches,  or  parts  of  the  same,  and 
other  property  on  hand  will  be  reported  when  making  requisition 
for  like  supplies,  stating  number,  kind,  and  quantity  of  each. 
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RULE  117. 

Claims  for  damages,  etc. 

No  operator  or  civil  employee  is  allowed  to  adjudicate  or  pay 
claims  for  damages  arising  from  the  failure  or  error  in  the  trans- 
mission of  a  message,  nor  to  refund  the  tolls  thereon.  Nor  can 
the  United  States  recognize  claims  for  damages,  except  to  refund 
the  money  paid  for  messages  where  the  line  is  at  fault. 

RULE  118. 

When  office  is  temporarily  closeil.     Holidays,  etc. 

Whenever  it  becomes  necessary  to  close  temporarily  the  ofUce 
during  regular  hours  on  account  of  official  business,  such  as  repair 
duty,  delivery  of  messages,  etc.,  a  notice  will  be  posted  on  the 
office  door,  stating  that-  the  operator  is  absent  on  official  business, 
and  giving  the  jirobable  time  of  his  return. 

On  Sundays  and  legal  holidays  officers  in  charge  will  reduce  the 
regular  hours  of  duty,  when  such  reduction  will  not  be  a  detri- 
ment to  the  public  service.  These  hours  should  be  the  same  as 
those  of  connecting  lines  on  such  days. 

RULE  119. 

Eeceiving  and  deliver}'  registers  (large  offices  onlj"). 

Principal  offices  will  enter  on  Form  No.  135  all  messages 
accepted  for  transmission,  at  the  time  and  in  the  order  and  of  their 
acceptance,  and  on  Form  No.  136  all  messages  received  for  deliv- 
ery, at  the  time  and  in  the  order  of  their  reception.     (See  Rule  3.) 

RULE  120. 

Printed  forms. 

The  j)rinted  forms  will  be  used  only  for  the  purposes  for  which 
they  are  designed.  Under  no  circumstances  will  forms  for  received 
messages  or  message  envelopes  be  given  to  the  public,  except  in 
the  usual  delivery  of  messages. 

RULE  121. 

Ajiiilication  for  copies  of  messages. 

When  the  sender  or  tlie  addressee  of  a  message  applies  for  a  coi:)y 
of  such  message,  he  may,  if  known  or  properly  identified,  be  allowed 
to  see  the  message  and  make  a  copy  thereof,  but  under  no  circum- 
stances will  a  received  message  form  or  a  message  envelope  be 
furnished  him.  Operators  or  civil  employees  will  not  certify  to 
the  correctness  of  any  message  or  copy  thereof,  nor  furnish  a  copy, 
except  as  per  Rule  114,  nor  will  they  show  any  message  to  any 
person  other  than  the  sender  or  addressee  thereof,  except  by 
authority  of  the  officer  in  charge. 
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RULE  122. 

Transfer  of  Goveruniont  proiurty.     Accountability  for  iiropfrt.v  on  n-jiair  scotion.-i. 

Transfer  of  Government  property  will  not  be  made  from  one 
office  to  another  without  specific  authority  from  the  proper  officer ; 
nor  will  articles  of  Government  property  be  sold  or  otherwise  dis- 
posed of  except  as  provided  by  regulations  of  the  service  and 
specific  instructions  from  proper  authority.     (See  par.  IG.) 

The  enlisted  men  or  civilian  operators  in  charge  of  repair  sec- 
tions will  account  for  all  property  at  their  stations  and  the  line 
(in  miles)  on  their  sections. 

RULE  123. 

Property  aci'oiintability  of  officers  in  chartje. 

Officers  in  charge  of  military  telegraph  lines  will  account  for  all 
property  at  their  stations  and  for  all  sections  of  line  (in  miles) 
radiating  therefrom. 
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CHAPTER   VIII. 


TELEGRAPH    CODES    AND    ABBREVIATIOXS. 


LETTERS. 


A 
B 
C 
D 
E 
F 
G 
H 
I. 
J. 
K 
L 
M 
K 
O 
P 
<i 
E 
S 
T 
U 
V 

w 

X 

Y 
Z 

it 


Continental. 


NUMERALS. 


1                               





r) 

.      _     .^__^      __ 

3          

4                                  

a     _      .      *      _ 

5                         

c              

i^^—        «         B        «        C3 

8 

^^               ^^_  « 

9                       

_■■               MM^       M 

0                                    ...              

■^>l                                                           ^     >        ^^— 
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PUNCTUATIONS,  ETC. 


Period 

Colon 

Semicolon 

Interrogation  

Exclamation 

Fraction  line 

Dash 

Hyphen  

Pound  sterling 

Capitalized  letter  

Colon  followed  by  quotation 

Dollar  mark 

Decimal  point 

Comma 

Paragraph 

Underline  (begin) 

Underline  (end) 

Parenthesis  (begin) 

Parenthesis  (end ) 

Quotation  marks  (begin) 

Quotation  marks  (end) 

Quotation  within  a  quotation  (begin). 
Quotation  within  a  quotation  (end)... 
Apostrophe 


Abt About 

Af After 

Agn Again 

Amii American 

Amt Amount 

Anr Another 

Ar Answer 

Arv Arrive 

Atk ...Attack 

Atl ....Atlantic 

Awa Away 

Awi Awhile 

Ax Ask 

Ay Any 

B Be 

Bal Balance 

Bd Board 

Bdl Bundle 

Bf Before 

Bg Being 

Bn Been 

Bot Bought 

Bro Brother 

Bk Break  or 

Bt But 

Btn Between 

Btr Better 


COMMON    ABBREVIATIONS. 

[In  use  in  United  States  teleg'-aph  services.] 

Bu Bushel 

Byd Beyond 

Bz Business 

Bat Battery 

Bbl Barrel 

C See 

Ca Came 

Cg Seeing 

Chg Charge 

Cr Care^ 

Ct Connect 

Cty City 

Cvl Civil 

Cx Capital  letter 

Col Collect 

Ck Check 

Da Day 

Dd Did 

Deg Degree 

Did Delivered 

Dr Doctor 

Drk Dark 

Dux Duplex 

back  D.  H Dead  head 

Ea Each 

Ed Editor 

Eng Engine 
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Etc Et  cetera 

Ev Ever 

Evn Even 

Exa Extra 

Fl Feel 

Fid FieM 

Fig Feeling 

Flo -  -  Flow 

Fit Felt 

Fm From 

Fri Friday 

Frt Freight 

Gr Ground 

G.  B.  A Give  better  address 

G.  A Go  ahead 

G.  S.  A Give  some  address 

G.'Sl Good  morning 

G.  E Good  evening 

G.N Good  night 

Gen General 

Ger German 

Gg Going 

Gu Guard 

Gv Give 

Gvg ( Tiving 

Hb Has  been 

Hhd Hogshead 

Hid Held 

Him Helm 

Hm Him 

Hnd Hundred 

Hon Honorable 

Hpn Happen 

Hqrs Headquarters 

Hr Here 

Hs... His 

Hu House 

Hv Have 

Hw How 

If  V Infantry- 
Imp Import 

Ix ...It  is 

Ixu It  is  understood 

Kp Keep 

Kpg Keeping 

Kpt Kept 

Kw Know 

Kwg Knowing 

Kws Knows 

Las Last 

Lat Latitude 

Lft Left 

Lit Little 

Lk Like 

Lt Lieutenant 


Lv Leave 

Lvg Leaving 

Lvs Leaves 

Lvg Lying 

Ma May 

Mab ^lay  be 

Maj Major 

yiar 3Iarch 

Mas ^Master 

Mat Material 

Max ^Maximum 

Mch Machine 

Mcy ^lachinery 

Md" Made 

Mem Member 

Mfd ]\Ianufactured 

Mgr Manager 

Mh Much" 

Mil Military 

Min Minute 

Mk Make 

Mkg Making 

Mkr Maker 

Mks Makes 

Mkt Market 

Ml Mail 

Mng Morning 

Mny Many 

Mo Month 

I\Ion -Money 

Mrl Marshal 

]Msg -Message 

Msk Mistake 

Mst Must 

Mv 3Iove 

-Slyn Million 

Na Name 

Kd Need 

Nee Necessary 

Neg Negative 

Ni Night 

No No,  and  New  Orleans 

Nun None 

Nv Never 

Nw Now 

Nx Next 

N.  31 No  more 

Ofc Officer 

Ofr Offer 

Ofs Office 

Opr Operator 

Ot Out 

Otr Other 

Ov Over 

O.  K All  ri^ht 
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Pc Per  cent 

P(l raid 

Ph PerhHi)S 

Pha Pliiladelphia 

Pin   Pdstinaster 

Po Pot^t-ollice 

Pod Post-OlTice  Dcpartinent 

Pot President  of  the 

Potns President   of    the    l']iit('<I 

States 

Pr President 

Pra Pray 

Prt Part 

Pt Present 

Qk (^lirk 

Qmg Quartermaster-General 

Qr Quarter 

R ire 

Ec Receive 

Red Received 

Reg Receiving 

Rcr Receiver 

Res Receives 

Ret Receipt 

Rek Wreck 

Rht Right 

Rlf ..Relief 

R}) Report 

Rl)t Repeat 

Rr Railroad 

Ru Are  you 

Ruf .Rough 

Ry Railway 

Sa Senate 

Scotus Supreme  Court  nf  the  United 

States 

Sd .Sliould 

Sdn Sudden 

Sec Section 

Sed Said 

Sem Seem 

Sen Seen 

Sh Such 

Shf Sheriff 

Shi Shall 

Sig Signature 

Sik Sick 

Sis Sister 

Slf Self 

Slo Slow 

Sir .Sailor 

Sm \Some 

Sma Small 

Sn Soon 

Snc Since 

23163 5 


Snd Send 

Snr Sooner 

Snt Sent 

Sor Soldier 

Sp Ship 

Spfy Specify 

SpL. Special 

Spo Suppose 

Ss Steamship 

St Street 

Sta State 

Stn Station 

Sto Store 

Str Steamer 

Sud Surround 

Sv Seven 

Svc Service 

Svd Served 

Sve Serve 

Svg Serving 

Svl Several 

Swo Swore 

Sx Dollar  mark 

Sy Say 

S.  Y.  S See  your  f-ervice 

T The 

Tan Than 

Tg Thing 

Tgli Telegraph 

Tgm Telegram 

Tgr Together 

Tgy Telegraphy 

Th... Those 

Thk... Thank 

T.ho Though 

Thr Their 

Ti Time 

Tk... Take 

Tkg Taking 

Tkn... Taken 

Tkt Ticket 

Tlk Talk 

Tm Them 

Tn Then 

Tnd .Thousand 

Tni Tonight 

Tnk Think 

Tr There 

Tru Through 

Ts This 

Tse These 

Tt That 

Ttt That  the  (5) 

Tuf Tougli 

Tw Tomorrow 
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Ty They 

U You 

Uc You  see 

Uu Until 

Uni United 

Upn Upon 

Ur Your 

Urg Urge 

Val Value 

Yv Very 

W With 

Wa Way 

Wat AVater 

Wd Would 

"Wea Weather 

Wg Wrong 

Wh Which 

Wi Will 

Wit Witness 

Wl Well 

AMk Walk 

""Wire" — Give  instant  iiossession  of 


Wn When 

Wnt Want 

Wo Who 

Worn  Whom 

Wos Whose 

Wr Were 

Ws Was 

Wt What 

Wu Western  Union 

Wy Why 

y" Year 

Ya Yesterday 

4 Please  start  me,  or  where 

5 Have  you  anything  fur  me 

9 Important  official  message 

13 Understand 

25 1  am  busy  now 

30 Xo  more 

73 Vccept  best  regards 

77 ^lessage  for  you 

92 Delivt^r 

line  for  test. 


IISTDEX. 


Phis. 


Abbreviations  -    

Acknowledgment  by  operators  of  receipt  of  messages. 

Accounts  current 


Accounts  with  other  lines 

Acts  of  Congress 

Active  military  operations 

Acting  signal  officers  in  charge 

A  ddresses  of  senders  to  be  l-ecorded 

Addressees  to  be  notified  of  receipt  of  messages 

Adjustment  of  relay 

Alaska,  regulations  of  lines  in 

Answers  to  messages 

Answering,  sending,  receiving,  and  calling 

Applications  for  copies  of  messages —  . -- 

Appointments  of  civilian  employees . 

Arresters,  lightning 

Army  in  the  field 

Assignment  of  enlisted  men  as  operators  in  charge . 

Assistance  to  be  rendered  by  commanding  officers,  etc- 
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Minimum  charge - 

Miscellaneous  rules 

Modifications  of  general  regulations 

Money  accounts  and  remittances 

Money  orders  -. 

Money,  losses  of 

Monthly  and  annual  reports 

Monthly  reports  of  line  tests 

Monthly  labor  and  material  reports 

Monthly  line  reports 

Monthly  reports,  with  messages  accompanying 

Monthly  reports,  officer  in  charge  and  operators  in  charge.  _- 

Monthly  returns  of  civilian  employees 

Monthly  reports  of  department  signal  officers 

Monthly  reports  of  signal  officers  in  command  of  detachments- 
Monthly  reports  of  enlisted  men  stationed  at  points  away 

from  military  posts 


Pars. 


Rules. 

66 

81 

81 

83 

74,93 

15,  98 

23,98 

114 

121 

121 

50 

60 

61 


News  bulletins 

Night  messages -.. 

Nondelivery  of  messages,  etc  -  - 
Number  sheets  to  be  compared 

Obscene  language 


Officers  in  charge,  general  information  for 


Office  furniture,  etc. ,  care  of 

Office  hours 

Oil -- 


12 
13 

12,13 
14 


13 


21,24,25 
32 
88 


10,18 


16 
110-123 

66-92 
86 
99 

93-97 


93 
65 

93 

94 

95 

101 

104 

15 
12 
58 
38 

20 
r34,44,65, 

75,82,83, 
84,85,94, 
96,  99, 
108,  118, 
121,    123 

40,113 


17 


73 


Purs. 


Kules. 


Operating  department 

Operating  room,  privacy  of 

Operators,  chief 

Operator's  personal  signals 

Operators,  receiving 

Operators  in  charge 

Operators  on  duty  under  signal  No.  9  ..- 

Operators  prohibited  from  contracting  obligations 

Operators,  sending 

Order  of  priority  in  transmission 

Order  in  which  check  ledgers  should  be  prepared  . 


4,16 


Order  of  transmitting  messages 

Orders,  serial 

Origin,  date,  and  destination  of  messages 


Payment  for  official  messages  which  pass  over  commercial 

lines 

Personal  signals  of  operators 

Personal  reports  of  enlisted  men 

Personnel 

Personal  messages 

Press  messages 

Philippine  Islands,  duties  of  chief  signal  officer  of 

Priority  in  transmission 

Privacy  of  operating  room . 

Privacy  of  messages  and  records 

Profane  or  obscene  messages 


13 


Property  accountability  and  transfer 

Proper  names,  transmission  of 

Postage 


16 


24-49 
47 

34, 46, 48 
26 

82, 33, 34 

(    94,  96, 
\  106,  115 

39 

16 

(28,29,30, 

I  31 

43 

(70,71,72, 

I.  73 

31 

97 

14,33 


66 
25, 26 

105 

99-105 

16,98 

15,98 

43 

47 

114 

20 

(110,  122, 

1  123 

31 

(78,79,83, 
I  110 


Punctuations 


28 


Quarters  and  fuel 

Quartermaster's  forms 

Quartermaster's  Department 


27 


Receiving  and  delivery  registers . . 

Receiving,  sending,  answering,  calling. 

Receiving  department — 

Receipts  for  money _ 

Receipts,  sundry 

Receipts,  line 

Receipts  for  messages  delivered 

Record  cards  and  descriptive  lists 

Record  of  messages 

"Record  of  Check  Errors" 

Record  of  line  tests,  etc 


104 

18 
66, 104 

119 
25 

1-23 

113 

78 

68,69 

60 

103 

65 

75,77 


21 


74 


Refunds 

Registered  mail -. 

Registers,  receiving  and  delivery 

Relays,  telegraph 

Relaying  offices 

Relays  and  sounders,  examination  of. 
Reimbursments  for  money  orders .  _  _  _ 

Remittances 


Pars. 


Repeated  messages 

Repeaters,  telegraph 

Repair-men's  trip  reports 

Repair-men,  equipment  of 

Repairs 

Repairs  of  submarine  cables 

Repair  sections 

Repairs  of  switch  boards — 

Repairs,  general,  report  of 

Reports  of  battery  cells  in  use  and  reserve 

Reports  of  general  repairs,  etc 

Reports  of  surplus  line  material 

Reports,  monthly,  of  officers  and  operators  in  charge 

Reports,  monthly,  department  signal  officers 

Reports,  monthly,  labor  and  material 

Reports  of  messages 

Report  of  delivery . 

Reports  of  signal  officers  in  charge  of  detachments 

Reports  to  officers  in  charge  by  chief  operators 

Reports  of  line  interruptions 

Reports  concerning  the  enemy 

Reports  by  repairmen - 

Reports,  yearly,  of  officers  in  charge,  operators  in  charge, 

and  department  signal  officers 

Reports,  personal,  of  enlisted  men 

Requests  to  report  delivery 

Requests  to  repeat  back l 

Requisitions 

Resistance  and  insulation  tests 

Returns,  monthly,  of  civilian  employees .-. 

Rules  applicable  during  war 


liult'S. 

^,82,117 

86,91,110 

119 

111 

87 

107 

86 

(86,87,91, 

t  110 

10,13 
111 


26,30 
31 

26-34 
29 
34 


23 


5,  6 
26, 30 


24,25 


Scrutiny  of  transmitted  messages 

Secrecy  of  messages 

Sending,  receiving,  answering,  and  calling . 
Serial  orders 


Service  messages  _ 


Services  and  supplies 

Signals,  personal ._- 

Signatures  to  messages 

Signatures  to  receipts  for  money  . 


35-37 


108 
93 
93 
93 
93 
93 
95 

74,  93 

51 

101 

93 


96 

105 

10,22 

10,36 

115,116 

94 


38 
23 
25 
97 

[15,44,51, 

56,57,58, 

[       63, 64 

25,  26 

10 

113 


75 


Pars. 


Kiilcs. 


Signal  No.  9 

Signal,   "Wire" 

Signal  officers,  department 

Signal  officer  of  army  in  the  field. 

Signal  officers  in  command  of  detachments,  reports  of  . 

Sounders,  telegraph 

Sounders  and  relays,  examination  of 


Special  delivery. 


Special  signals  and  abbreviations 

Statements  of  money  expended  for  postage 

Statements,  final,  of  enlisted  men -- 

Statements  of  remittances  by  operators  in  charge 

Statements  of  uncollected  messages 

Statements  of  "  O.  B.  &  W.   D."  messages  transferred  to 

other  lines 

Statements  submitted  with  error  sheets  

Station,  accounts  current 

Sufficient  address  to  be  furnished 

Sulphate  of  copper  (bluestone) 


Sundry  receipts - 

Supplies  not  to  be  purchased  by  operators  or  civilian  em- 
ployees  

Switches,  telegraph 

Switch  boards,  examination  of.. 


Tariff  on  night  messages 

Tariff  on  Government  messages  over  commercial  and  military 


lines 


Tests  of  batteries 

Tests  of  lines ... 

Tests,  insulation  and  resistance 

Through  messages,  filing,  etc 

Timing  messages 

Time  of  transmission  or  delivery  not  to  be  specified 

Titles  after  signatures — 

Tolls,  collection  of 

Tolls,  this  line,  disposition  of 

Tolls,  other  lines,  disiiosition  of 

Transfer  of  G-overnment  property 

Transfer  of  messages  to  other  lines 

Transfer  offices  alone,  general  instructions  for 

Transportation 

Transmission  of  difficult  words ^ 

Transmission  to  be  regulated 

Transmission  of  jiroper  names 

Transmission  of  repeated  messages 

Transmission,  duplicate . 

Transmission,  order  of  priority  in 


20 
24,25 


28 


27,39 

27 

95,96 

98 

101 

111 

107 
r  8, 55, 69, 

t       78, 83 

\  27, 

i.Chap.  VII I 
78 

102 
87 
81 

67 
76 

83 

2 

106 

[72,73,78, 
I      81.82 

115 
111 
108 

12 

16 

106 

46 

37 

33 

6 

10 
50 
88 
89 
122 
66 
83 

28 
30 
31 
36 
42 
43 


76 


Pars. 


Kules. 


Use  of  ground  wires  - . 
Undelivered  messages . 
Uncollected  messages  . 


Value  of  free  messages  , 
Verifications  of  checks  . 


War  Department  and  official  business 

War,  rules  applicable  during 

"Wire"  signal 

Words  to  be  counted  and  charged  for  in  commercial  messages 
Words  to  be  counted  in  official  messages 


48 
57,58 
64,83 

16 
32 

17 

98 
46 
10 

Q 


Yearly  reports  of  officers  in  charge,  ojierators  in  charge,  and 
department  signal  officers 


Zincs,  battery,  life  of 


96 
106 


^ 


UNIVERSITY  OF  CALIFORNIA   LIBRARY 
BERKELEY 


THIS  BOOK  IS  DUE   ON  THE  LAST  DATE 

STAMPED  BELOW 

Books  not  returned  on  time  are  subject  to  a  fine  of 
50c  per  volume  after  the  third  day  overdue,  increasing 
to  $1.00  per  volume  after  the  sixth  day.  Books  not  in 
demand  may  be  renewed  if  application  is  made  before 
expiration  of  loan  period. 


23Jan'BSfl 
REC'D  Li> 


50m- 7,"  16 


/ 


